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Position Applied:  Any Suitable Position
Objective:   To work within your company, within a team or on my own initiative with the skills and experience I have to offer within Office administration, and to seek new learning skills within your company with a Amicable outgoing personality.
COMPUTER SKILLS

MS Word,  MS Excel, MS PowerPoint, Internet.
Working Experience:

Company: Al Noor Hospital

                 Khalifa Street, Abu Dhabi, UAE

 Position:  Nursing Clerk

 Duration: November 13,2006 up to Present

Duties & Responsibilities:

· Assigned in Multi Task in Processing Birth Notification.
· Preparing Monthly Statistics of the Ward (Maternity Ward).
· Preparing Minutes of Meeting and all related clerical work.

· Attending Telephone Calls.
· Responsible for the comprehensive Report of the ward.
Company:  Zamboanga City Government
                    Philippines

Position:   Secretary 

Duration: April 2005 – June 2006

Duties & Responsibilities 
· Responsible for all incoming correspondences.
· Organize all the bids files and prepare all follow up time if necessary.
·  Makes arrangements for meetings, Seminar to be conducted and ensures that the required facilities and equipment are available.
·  Updating, Revising Documents and Forms as per order.
Company:  Zamboanga National High School
                    Philippines

Position:   Assistant Teacher
Duration: June 2004 – March 2005
 Duties & Responsibilities:
· Maintains and updates a comprehensive filing system, including files such as teaching correspondence, reports, telephone numbers, school journals, periodicals and other related documents. 
· Performs all teaching works assigned by the Head Teacher, ensuring that the task assigned was performed at the highest level. 
· Maintains the highest ethical standards in dealing with my students and colleagues. 
· Performs related duties when assigned such as obtaining photocopies, fax machine. 
· Maintain and update documents/teaching plans.

THE PHILIPPINE NATIONAL RED CROSS (VOLUNTEER)

PHILIPPINES   

DURATION: JUNE 2000-MARCH 2006
Duties & Responsibilities: 

· Assigned and exposed in an events in the city.

· Responsible in handling all the details and history of the patient

 and assist them.

· Distributing the government donation, listing and encoding the information, who wants to register as a member of Red Cross.
Personal Details

Date of Birth    
:        November 13,1982

Age                  
:        26
Address            
:        Zamboanga City,Philippines   

Nationality       
:        Filipino

Languages         :        English,Tagalog
Seminars Attended:

Philosophical Theories & Principles in Education
Seminar Workshop on Communicative Approach, Strategies Use in Teaching English

Seminar Workshop on Re-Structure Basic Education Curriculum (RBEC)

Seminar Workshop on Basic Life Support
Educational Attainment:
College            :   Universidad de Zamboanga                        
                            Bachelor of Secondary Education                                      

                            Major in English and Literature                                                                      

                             Graduate
Secondary      :
Ayala National High School

Graduate
Elementary     :   Recodo Elementary School

                           Graduate
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