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Luella Kathleen Pantastico Gonzales




PROFESSIONAL PROFILE
Energetic and well-organized professional having more than 3 years of experience in administrative support services. Brilliantly capable of performing detail oriented work with frequent interruptions. Demonstrated ability to assist in collecting and compiling assessment data required for accreditation purposes. Proficient in working autonomously guaranteeing to create a climate that fosters growth and development. 
HIGHLIGHTS

· MS Office Proficient

· Proficient in Internet Research and Email
· Computer works and filing data using different computer operation programs.

· Profound communication and written skills as well as the ability to explain text.

· Adaptability to work in different kind of environment

· Ability to edit small student paper works such as bay thesis and analysis projects.

· Dedicated Team Player

PROFESSIONAL EXPERIENCE

COLLEGE - PHILIPPINES

Music Instructor














MAY 2015 - APRIL 2016

· Responsible in designing and creating ways and programs to further enhance the musical skills and knowledge of students which can help in bringing out the best of their abilities through the skills and lessons they learned 
ASIAN COMPUTER COLLEGE - PHILIPPINES

English & Music Instructor










    JUNE 2014-MARCH 2015

· Conducts and develops class lessons and programs for students, and creates exams and outputs that can best represent the skills learned by the students.

· Guides students in creating and editing written reports and learning outputs.

KHRALL MARKETING - PHILIPPINES

Administrative Assistant











JANUARY 2011– MARCH 2014
· Schedule and coordinates meeting, appointments, and travel arrangements for managers and supervisors
· Drafted meeting agendas, supplied advance materials, and executed follow-ups for meetings 

· Typed documents such as correspondence, drafts, memos and emails and reports.

· Assist in costing and preparations of customer quotations

HILBERO LAW OFFICES

Office Secretary








   



 JANUARY 2010 – OCTOBER 2010
· Prepare and proof read documents such as formal letters, reports and forms using Word and excel.

· Composes drafts of newly handled cases
· Assists and prepares in filing legal documents, cases and evidences needed in court

· Organize and maintain law libraries, documents and case files

· Responsible in receiving calls and attending and assisting to walk-in clients’ inquiries
· Maintained up to date records at all times

· Greets and assists all incoming and walk-in clients
AEGIS PEOPLES SUPPORT

Sales Representative










     
JANUARY 2009- JUNE 2009
· Address customer service inquiries in a timely and accurate fashion
· Gives accurate and appropriate information to questions and complains

· Collected customer feedbacks and made process changes to exceed customer satisfaction goals

· Demonstrated mastery of customer service call scripts within specified timeframes

· Built customer loyalty by making follow-up calls for customers who reported issues

· Developed effective relationship with all call center departments through clear and constant communication 
EDUCATION

TERTIARY

Bachelor of Elementary Education









   
June 2010- May 2013

Laguna College of Business and Arts

Calamba City

Bachelor of Music - Music Education (Undergraduate)




  June 1999 - March 2004

The Philippine Womens University

Taft Avenue, Manila

Bachelor of Science in Computer Science








June 1997 - October 1998

Letran College Calamba

Calamba City 

SECONDARY



Letran College Calamba












            March 1997

Calamba City

PERSONAL PROFILE



Date of Birth:

June 2, 1980

Place of Birth:

Calamba City, Laguna

Civil Status:


Married

Citizenship:


Filipino

Religion:


Catholic

PROFESSIONAL DEVELOPMENT
Seminars on Business Writing













January 2012
St. Michael University – Philippines 
Personality and Sales Development Seminar










January 2011

Laguna College of Business and Arts

Introduction to Microsoft Office Application








    
  July 2010

Datamex Computer Institute
K-12 Symposium















     June 2010
City College of Calamba

Database Fundamentals Course











     
January 2009
OWWA - Microsoft Tulay Program

[image: image2.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!




�





Luella Kathleen Pantastico Gonzales CV NO.701184





� HYPERLINK "http://www.gulfjobseeker.com/feedback/submit_fb_em.php" ��Click to send CV No & get contact details of candidate�


 �








