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RELATED PROFESSIONAL EXPERIENCE
Cambridge Child Development Centre - Makati, Philippines

Preschool Teacher 
September 2011 – September 2013

Used MS Word, PowerPoint, Outlook, Excel to support instruction Utilized newsletter, conferences, and phone conversations to keep parents, and colleagues informed Maintained an open mind and participated in collaborative planning, reflection, and decision making Written specific objectives, progress reports, and captions Handled the inventory of books, Montessori materials, school supplies and other school equipment Received calls and attended to inquiries Written forms, correspondence, and minutes of meeting. 

Elizabeth Seton School, Philippines

Preschool Teacher 

June 2010 – March 2011

Frequently used Microsoft Outlook, Excel, and PowerPoint as instructional tools Performed clerical duties such as scheduling appointments, typing, filing, and photocopying Collaborated with other staff members and planning teams.
Deira International School, Dubai, United Arab Emirates

Foundation Stage 2 Assistant Teacher / Key Stage 2 Assistant Teacher

October 2006 – December 2009

Managed filing and inventory systems Proofread documents as requested Greet visitors and provide information requested Prepared classroom materials and resources. 
Modern Renaissance School, Dubai, United Arab Emirates

Kindergarten Assistant Teacher

September 2005 – June 2006

Ordered supplies and keep track of supplies inventory Prepared lesson materials, bulletin board displays, equipment, and demonstrations Provided clerical and instructional support in the classroom Managed data entry and record keeping activities.
OTHER EXPERIENCE
Endlessrise Inc – Makati, Philippines

Junior SEO Specialist

September 2013 – November 2013

Answered client’s queries and requests through email or through phone Managed campaign records Updated all necessary documents pertaining to campaigns Sent out On Page SEO-related material to clients for review or approval  Maintained a high level of confidentiality.
Chels and Clyde Trading, Laguna, Philippines

Purchasing Assistant (Part-time position)

May 2011 – August 2013

Maintained records and followed up files of purchases, shipments, and related matters Inspected products received for quality and quantity to ensure adherence to specifications Performed general clerical functions (e.g. distributing purchase orders, scheduling, copying, faxing, etc.).

Performed data entry related tasks including sorting, proofreading, updating, mailing, and storing Entered and updated files into Microsoft Access Reviewed data for completeness and accuracy. 

KEY SKILLS

· Outstanding communication and written skills
· Organized and detail-oriented
· Good knowledge of clerical work
· Skilled in Multi-tasking
· Computer competency in both PC and Mac programs, as well as on the Internet
· Dependable, trustworthy,and a good team player
PERSONAL INFORMATION

Nationality: 
Filipino



Gender: 
Female


Civil Status:
Single


Languages Spoken: English and Filipino
EDUCATION

Philippine Normal University

Master of Arts in Education with Specialization in English Language Teaching

May 2010 – present
Philippine Normal University
Bachelor of Early Childhood Education

June 2000 – March 2004

ERDA Technical Vocational Secondary School

Certificate of Proficiency in General Drafting with AUTOCAD

June 1995 – April 2000
SOFTWARE SKILLS
· Microsoft Offices: Word, Excel, Powerpoint
· Expertise in using Internet, MS Outlook & Lotus notes
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