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   Position applied for:  Registry Clerk –Permanent only
Training & Software Proficiency:
· April 2009 to July 2009 –   
Microsoft Excel

· (3-months)             
Rewaq Training Center, Dubai

· (Best Presentor / Second Honorable Mentioned)

· April 2009 to  July 2009 – 
Microsoft Word

· (3-months)             
Rewaq Training Center, Dubai

· (Best Technical-group presentor)

· January 2009 to Feb. 2009 –Secretarial Skills for Executive Secretaries

· (1-month)               NADIA Training Institute,

· Dubai, U.A.E

Typing Speed:  Normal with 100% accuracy 
Key Strength: 

· Could work under heavy pressure in any circumstances, Flexible, Tactful, Conscientious, Show positive attitudes, Effective communicator & ability to interact well with all levels of personnel

Professional Profile:
· 4-years in teachings all subject in pre-school and elementary grades. 
· 2-years as sales consultant 
· 2-years as plant supervisor for export cottage industry products( as the owner)
Career Summary: 
February 2008 to Present
Position: Educational Consultant (Part time job)
             Time Life Education Technologies, Sharjah
Responsibilities:

· Telemarketing.

· Presentation of educational products and explained the benefit of a good education to parents by using advance educational kits.
· Helped the parents on how to augment the knowledge of their children.

· Updating and monitoring the progress of educational needs of the client for their child/children.
· Keep tract record of customer’s addresses and phone numbers, customer sales files and invoices.

· Cost compute on the spot the price of each package selected by the customer on a monthly, quarterly and yearly plan.

· Prepare contract agreement and sales invoices 
April 2007 to June 2008

Position: Account Manager.

Fil-Estate Realty Corporation

Pampanga, Philippines

Responsibilities:

· Making phone calls.

· Follow-up the client.

· Making presentation in detailed.

· Preparing the contract documents of the costumers.

· Making invoice for customers.

June 1999 – March 2000

June 2002 – March 2004

July 2007 – April 2008

The Master’s Academy (Home school Department)

Mandaluyong, Philippines

Position: Parent Home school Teacher
Responsibilities:

· Reviewed in advance all the lessons for a particular subject in preparation for the next day teaching session.

· Prepared lesson plan every week.

· Checked, reviewed and marked with grades/scores all assignments.

· Reads all books in advance for all subjects.
· Checked daily attendance.

· Supervised on one on one basis depending on their grade level.

· Teached and discussed the lessons every day.

· Helped and teach my children to become responsible, effective, and Godly, leader in the future.

· Equipped the children with knowledge and skills in theoretical and practical way.

· Prepared grades for recitation, quizzes and final exams
· Prepared reports for all the activities we have accomplished and submitted it to the Home School Dept.
· Prepared and answered all e-mails from the school superintendent for all the querries relative to home school performance and children activities. 

· Checked all the test papers works
· Maintained and tabulated the test results of the students for the all the exams undertaken by weekly, monthly and quarterly and submitted the test results to head Office of Home School Dept.
Fil- American Insurance Company

Makati, Philippines

September 2005 to February 2007

Position: Sales Executive.

Responsibilities:

· Making phone calls.

· Scheduling for presentation.

· Making presentation.

· Prepared the data of information regarding the products.

· Prepared all contract documents fro signature of the customer.

· Prepared invoices for each closing of contract and submitted all the proceed to the head office.
Divernst Metal Craft Industries

Pampanga, Philippines

December 1994 to March 1996

Position: Plant Supervisor

Responsibilities:

· Checked the attendance.
· List all materials requested by the workers at the plant.

· Checked the works and quality of all finished product.

· Conduct meeting with the workers

· Deposit all incoming cash to the bank
· Prepared purchase order and purchased all materials needed by the factory.

· Report to the plant manager on a daily basis the progress of work as ordered from the client.

· Prepared salary sheets and disbursed money to the workers.

· Maintaining the record of all documents.

· Attended to all inquiries of products presentation/samples, delivery schedule.

·  Prepare schedule for the delivery of finished product to customers’ warehouse.

· Prepared and scheduled all checks to be issued in payment materials that were ordered.

Personal Background: 

   Nationality       :    Filipino

   Marital Status   :   Married

   Religion           :    Christian

   Language         :    Tagalog , English      
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