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	Objective
	Seeking a job in the Administrative field requiring knowledge, Practical experience and application of Business Administration’s Practice and Principles.


	Degrees
	Bachelor’s Degree in Elementary Education specialized in Computer Education

Saint Louis University, Baguio City, Philippines
April, 1997
Diploma in Business Administration & Diploma in Private Secretary ( London Chamber and Commerce Industry International Qualifications – UK )

BMC International College Pte Ltd, Singapore

June, 2013



	Professional experience
	Private Tutor 

Singapore 

September 2004 to January 20, 2014
· Prepares assessment papers daily based on their subject matter in school in preparation for their quizzes and examinations
· Conducts advance lesson and guides them in their daily school assignments 
· Reports the day to day performance of the children in and out of school to their parents

· Meeting the respective classroom adviser of the children every end of the school terms.

· Developing their communication skills in English ( written and oral ) 

· Training the children in descriptive writing

· Assisting and practicing the children in their weekly English and Mandarin word spelling 

· Developing the children’s communication speech ( British and American accent ) as they are Mandarin speaker

· Teaching the children to communicate with proper pronunciation, diction and accent in preparation for their oral examinations and to be fluent in English.
Administrative Assistant 

Yeow Koon Aircon Electrical & Battery Service -Singapore 

September, 2006 to August, 2011 

· Follow-up payments from the customers 

· Update account payables and receivables daily to monitor the progress of the business 
· Check and send out invoices for the customers 

· Inform the immediate boss for the improvement of the payments 

· Perform bank reconciliation every end of the month 
· Prepares quotation upon requisition from the customers 

· Issue cheques for accounts payable  

· Check receivable accounts 
· Deposit cash and cheques upon the requisition of the boss

· Communicate and bargaining with the suppliers about the pricing of their products

· Handles customer service to maintain customer loyalty

Private Tutor 

Manila 

September, 2001 to August,2004 

· Prepares assessment for the child 

· Guide the child for her daily school homework and activities 

· Conducts follow -up based on the subject matter taught

· Give an advance lesson basing on their school syllabus
· Prepares practice papers before quizzes and exams 

Call Center Agent ( New York Based )

SVI Connect, Inc. – Ortigas, Pasig City

July, 2000  to August ,2001

· Calling perspective customers in United States to promote the 30- day free trial of the products selling by the Company
· Maintaining a good communication skills to the customers in order to catch their attention and interested in listening about the what you are promoting
· Aim to close the deal every customer you talk to

· Maintaining a good composure in dealing with very angry and panic customers
Human Resources and Administrative Assistant 

Newtrends International Company -Makati 

May, 1999 to July, 2000 

· Interview sales applicants and office staff 

· Prepare requisitions of office supplies to the suppliers 
· Enquire and check suppliers of stationeries with best quotations 
· Update files for all the employees 

· Prepare memos and other human resources documents ( internal and external )
· Doing research on a specific topics needed by the newly recruited office staff and sales executives that will be deployed at the boutiques 

· Prepare training manuals for the Company

· Conducts training for newly hired employees and store sales executives
· Assist the Front Desk and Back Office Receptionist to perform the proper telephone manners in receiving and transferring of calls for the President and General Manager of the Company
· Assist the Receptionists in handling calls for angry and agitated customers.
Grade School Teacher/ Adviser 

Dominican College -Manila 

April ,1997 to May, 1999 

· Supervising the children 

· Prepare lesson plans and syllabi per subject
· Prepare teaching materials ( flashcards, drawings , printed materials )
· Moderator in Mathematics and Computer Club ( Upper Primary )
·  Homeroom and classroom adviser for primary 3 pupils 
· Make an appointments to parents concerning on each pupils attitudes and their school performance 

· Counsel pupils with family and school problems

· Understanding and motivating the pupils to have a conducive atmosphere in class during the execution of each subject

· Teaching Mathematics, Science, English and Computer
 

	Computer skills
	Operating systems: Windows 

MS-Office: Word, Excel, PowerPoint, Outlook, Access

	other Information
	Awards and Certificates :

Certificate in English for Business ,Certificate in Business Administration, Certificate in Business Practice and Principles, Certificate in Text Production and Certificate in Practical ICT Skills awarded by the London Chamber of Commerce Industry Examination Board – UK
Trainings and Seminars :
Training in Drawing and Sketching, Red Cross First Aid Training, Leadership and Growth and Proper Grooming , Etiquette and Personality Development conducted by Saint Louis University, Department of Education 
Attended Seminars of The Mathematics Teachers of the Philippines ( MTAP ) and  Optimizing Educational Resources to Meet the Challenges of the New Millennium sponsored by Dominican College, Grade School Department 
Member of London Chamber & Commerce Industry International Qualifications- Asia
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