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Position Applied for
   
 Receptionist

OBJECTIVE: To contribute to the advancement of this company by sharing my knowledge, quality skills and professionalism.

WORK EXPERIENCE

Private Office of 

“Romantic Room” ,  Abu Dhabi, U.A.E.
· December 2003 – September 2005        Sales Assistant

·  General Job Description:
· In-charge of customer service and queries

· Making inventory report in all items

· Provides aftersales service to the customer

Middle East Representation of 
Companies and Agencies, Abu Dhabi, U.A.E.
· June – November 2003

Secretary cum Receptionist




· General Job Description:
· Accepting and sending quotations from/to other companies

· Accepting and making appointments for the manager

· Handling all emails and faxes sent/received to/from different countries connected to the company

· Attending and monitoring visitors

· Provide secretarial support to the Management

· Operating computer using Microsoft office software

Private Office of 

, Abu Dhabi, U.A.E.

· March – June 2003

              Private Tutor

·  General Job Description:
· Assist the students in doing  assignments, review lessons and doing advance studies

· Taught Science, Math, English

Antipolo Faith Christian School, Antipolo City,Philippines

· June 1999 – March 2003                               








Elementary Teacher

· Preparing daily lesson plan and visual aids

· Provide adequate assistance to the pupils

· Evaluate student’s performances by using appropriate and specific criteria

· Classroom Adviser 

· Homemakers/Art Club Coordinator 

· Home Economics Laboratory In-charge 

· Taught Home Economics and Livelihood Education,  Science and Health Music & Arts

(
PIANO TUTOR







Teaching basic piano lesson

EDUCATION

· Bachelor in Elementary Education,Major in Home Economics and Technology, Bulacan State University, June 1993 – October 1998, Bulacan, Philippines
LANGUAGE and SKILLS

· Proficient in English and Filipino (Oral and Written)

· Computer skills: Knowledge in MS Office (Word, Excel, Power Point ), Internet

· LICENSED:  Professional Regulation  Commission

  


    Licensure Examination for Teachers (LET)

PERSONAL INFORMATION



AGE: 31



HEIGHT: 5”2



CIVIL STATUS: Married



DATE OF BIRTH: April 16, 1976



NATIONALITY:  Filipino



RELIGION:  Christian (Baptist)

