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OBJECTIVE:

To seek a responsible position, where my extensive working habits, training and knowledge gained in college and from my past work experiences can be fully utilized.

PROFESSIONAL EXPERIENCE:

ASHFORD PHARMACEUTICAL LABORATORIES, INC.
 
Philippines
April 2007 – July 4, 2008

Position: Secretary

· Responsible for handling the office and all incoming calls.

· Complying with company requirements, applicable standards and specified requirements.

· Responsible for handling the calendars of several executives and overall administration in the office.

· Creating and maintaining system files and reports.

· Preparing correspondence, memos and other documents when necessary.

· Recommending changes to office procedures as appropriate.

· Provide summaries, trend and report upon request.

· Ensure up to date records are kept.

MUZON CHRISTIAN ACADEMY



 
Philippines
June 2005 – March 2007

Position: Elementary Teacher / Tutor

· Reporting to School Principal and School Administrator.

· Handling students from Grade 1 – Grade V1 teaching Mathematics.

· Do all the responsibilities of a classroom teacher and adviser, including liaising with parents, meeting with faculty members and assessment of the students.

· Performed clerical works in the office.

· Prepares progress report related to the students.

· Maintain teaching competency through training and experience and ensure appropriate training records are maintained.

· Documenting, escalating issues to ensure students’ concerns are addressed promptly and appropriately.

TAYTAY NATIONAL HIGH SCHOOL


 
Philippines
February 2005 – March 2005

Position: Student Teacher
MORONG NATIONAL HIGH SCHOOL 



Philippines
January 2005 – February 2005

Position: Student Teacher
SEMINARS ATTENDED:

· Student Teacher Enhancement Program
2004 -2005

URS – Angono Rizal, Philippines

· Professional Ethics
July 2004

Angono Music Hall – Angono Rizal, Philippines
· Test Construction
2002 - 2003
Angono Rizal - Philippines

· Pagsulat ng Sript at Alternatibong Pelikula
February 2002
ANHS Angono, Rizal, Philippines

EDUCATIONAL BACKGROUND:

TERTIARY

:
BACHELOR OF SECONDARY EDUCATION





MAJOR IN MATHEMATICS





SY 2004 - 2005

SECONDARY

:
TAYTAY NATIONAL HIGH SCHOOL





Rizal, Philippines





SY 200-2001

PRIMARY

:
SAN FRANCISCO ELEMENTARY SCHOOL





Rizal, Philippines

SY 1996 – 1997

SCHOLARSHIP:

Norwegian Missionary Allowance




Philippines

1990 - 2005
SKILLS AND QUALIFICATIONS:

· Proficient in MS Office (Word and Excel)
· Proficient in oral and written communication, creative, dynamic and highly motivated.
