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Summary

________________________________________

 
•  Profile:
Female, 

•  Nationality:
Philippines 

•  Current Location:
 Dubai,UAE

•  Current position:
Administrative Staff/ Teacher

•  Company:
Children's Treasure Academy

 
(Reporting to: Administration-President)

•  Preferred Locations:
Dubai 

•  Salary expectation:
Not Specified/ Negotiable 

WORK EXPERIENCE

________________________________________

Jun 2001 - Mar 2006
Children's Treasure Academy
Manila , Philippines 

 
Administrative Staff/Teacher

 
ADMINISTRATIVE STAFF:

1. Provides direct secretarial and administrative support to the school administrator

2. Screens school administrator’s telephone calls, unexpected visitors, and mail, and responds to issues that can be handled at the secretarial level

3. Transcribes, drafts, and/or prepare letters, memos, agenda items, newsletters, reports, and other documents

4. Performs school or department-related accounting, personnel, and payroll functions such as: monitors the school financial accounts, order supplies, textbooks, and equipment; reconciles accounts and maintains receipt and disbursement record of funds; maintains field purchase orders, petty cash, and student activity funds; process employee change of status, time sheets, employee leaves, and assists in the coordination of scheduling substitute employees.

TEACHER: 

1. Organizes and provides developmentally appropriate education programs; plans and implements curriculum and education for preschool/elementary pupils. 

2. Provides activities and opportunities that encourage curiosity, exploration, and problem solving appropriate to the developmental levels and learning styles of children. 

3. Plans and prepares classroom setting; oversees safety and educational programs; supervises children in the classroom; provides a supportive environment in which children can learn and practice appropriate and acceptable individual and group behaviors. 

4. Interacts with parents and community groups; maintains open and cooperative communication with parents and families, encouraging their involvement in the program and supporting the child's family relationships. 

5. Writes and compiles individual assessments of each child's development; completes daily inventories, child attendance, and related reports. 

6. Participates in research programs concerned with improvements in preschool teaching methods, as appropriate. 

7. Performs miscellaneous job-related duties as assigned.

April 2006 – July 2006

MIASCOR LOGISTICS CORPORATION           Paranaque,Philippines

  On the Job Training

Basic knowledge in Cargo Handling, which covered it's basic Principles, Warehousing, Cargo Procedures and Airline Familiarization.

EDUCATION

________________________________________

Oct 2001 - Mar 2004
Philippine Christian University
Manila , Philippines 

 
Elementary Education, Bachelor

Jun 1992 - Oct 1995
Emilio Aguinaldo College
Manila , Philippines 

 
Nursing, Bachelor(BS)

Jun 1988 - Mar 1992
Balayan Municipal high School
Batangas , Philippines 

 
High School curriculum

OTHER CERTIFICATES

________________________________________

2005
License Teacher
Professional Regulatory Commission , Philippines

IT SKILLS

________________________________________

         Windows & Office tools

•  MS Word               •  MS Outlook


•  MS Excel               •  MS Powerpoint


Operating systems, Networking & Hardware


             •  Internet Explorer


LANGUAGES

________________________________________

 
•  Filipino


 
•  English


________________________________________

