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WORK-RELATED EXPERIENCE 

COMPUTER INSTRUCTOR
Talisay Polytechnic Institute

Banga, Talisay, Batangas

June 2008 to May 2010


Job Description
· Computer Teacher, teaching Computer basics, MS Office Applications, HTML, and Programming basics 
· Identifies, selects, and modifies instructional resources to meet the needs of the students with varying backgrounds, learning styles, and special needs.
· Assists in assessing changing curricular needs and offers plans for improvement.
· Maintains effective and efficient record keeping procedures.
· Communicates effectively, both orally and in writing, with students, parents, and other professionals on a regular basis.

· Collaborates with peers to enhance the instructional environment.
· Performs other duties and responsibilities as assigned by their supervisor. All work responsibilities are subject to having performance goals and/or targets established as part of the annual performance planning process or as the result of organizational planning.
· Helping in the administrative office like encoding, photocopying and other clerical works
· Class adviser

· Badminton coach and trainer 

OFFICE CLERK
Rural Bank of Talisay

Talisay, Batangas

November 2006 to April 2008



Job Description
· Communicate with customers, employees, and other individuals to answer questions, disseminate or explain information, take orders and address complaints.
· Operate office machines, such as photocopiers and scanners, facsimile machines, and personal computers.

· Compute, record, and proofread data and other information, such as records or reports.

· Maintain and update filing, mailing, and database systems, either manually or using a computer.

· Answer telephones, direct calls and take messages.

· Compile, copy, sort, and file records of office activities, business transactions, and other activities.
· Review files, records, and other documents to obtain information to respond to requests.

Tanauan School of Fisheries 

Batangas

(Practice Teacher)


Job Description

· Practice teaching Technology and Livelihood Education Subjects
Business Permit and Licensing Office 

Batangas 

(OJT)

Job Description

· Computer encoder and office assistant

EDUCATION

Polytechnic University of the Philippines
Batangas
            Bachelor in Business Teachers Education (2002- 2006)

           
Major in Business Technology
Talisay Polytechnic Institute

High School Diploma (1998-2002)

Quiling Elememtary School

Elementary Diploma (1992-1998)
SKILLS

Computer literate, Computer Trouble shooting,

Typing skills at above 40 words per minute

Customer service skills

Good in oral and written communication both English and Filipino.
PERSONAL DATA
Age:


24
Date of Birth:

November 25, 1985
Place of Birth:

Quiling,Talisay, Batangas

Nationality:

Filipino

Religion:

Catholic
Height:


5’8

Weight:


120 lbs
Civil Status:

Single

Language Spoken:
Filipino and English
​​

