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Career Objective:
My Immediate career goal is to gain employment as a Mathematics teacher at one of the most excellent and outstanding educational establishments known for producing students at the forefront of their field. My ultimate objective to gain long term employment with a company that is on or looking to be on the cutting edge, a company that puts value on people and the service or products they are promoting. Honest and Ethical, I am looking to call this company my family.
Career Summary:
Multi-talented with 5 years of professional experiences in the field of Teaching, Managing, Sales & Marketing, Secretarial and Document Control. Excellent in classroom teaching, planning and scheduling, organizing, good customer service, excellent inter-personal, team work  and knowledge of MS office, AutoCAD and the operation of standard office equipment.

Employment history:
Philippines
Positions Assigned:  Asst. Manager
Family Business      
March 2013 to Jan 2015
Duties and Responsibilities
· Assist in Managing  Store
· Coordinate the different resources / suppliers of our store
· Manage the finances of the company based on the net income
· Take care of the legal formalities such as firm registration and license
· Take care of requirements like filing tax returns
· Ensure pricing is correct.
· Work on store displays.
· Identify current and future trends that appeal to consumers.
· Ensure merchandise is clean and ready to be displayed.
· Maintain inventory and ensure items are in stock.
· Analyze operating and financial statements for profitability ratios.
· Utilize information technology to record sales figures, for data analysis and forward planning.
· Ensure standards for quality, customer service are met.
· Monitor local competitors.
· Ensure hours of operation are in compliance with local laws.
· Maintain store's cleanliness and health and safety measures.
· Help retail sales staff achieve sales targets.
· Handle customer questions, complaints, and issues.
Mathematics / MS office - Tutorial Lesson:
Tutor - Different nationalities
As per Schedule 
Dec. 2011 to Dec. 2014
Duties and Responsibilities
· Provide academic support to students based on their expertise and knowledge in given math subject areas.
· Assist students with assignments as requested by students, teachers, parents, or counselors. 
· Assist students in understanding calculations done by hand and by calculator, geometry tools such as compasses and protractors, or the use of graphing calculators.
· Promote independent thinking and work on assignments so must be careful not to complete homework for students to avoid misconduct.
· Provide supplemental assignments to students to help promote greater understanding of material.
· Provide students their own tests or quizzes to supplement tested material in courses to improve test scores in a given subject area in which quantitative tests are given to test knowledge retention. 
· Careful checking of work on mathematical assignments and gentle correction is utilized to promote cognizance of common mathematical errors.
· An understanding of student's frustration with mathematic material will help students to feel more comfortable.
Northridge Academy, Inc. 
Baguio City, Philippines
Positions Assigned:  Faculty Teacher  
Specialized – Mathematics / MS Office       
June 2011 to March 2013
Duties and Responsibilities
· Follows professional practices consistent with school and system policies in working with students, students’ records, parents, and colleagues
· Complies with rules, regulations, and policies of governing agencies and supervisory personnel
· Demonstrates professional practices in teaching
· Acts in a professional manner and assumes responsibility for the total school program, its safety and good order
·  Assumes a role in meeting the school’s student achievement goals, including academic gains of students assigned to the teacher
·  Observations of the teacher by the principal and assistant principals, in addition to those recorded on during instruction, at other times as appropriate
(Other duties and responsibilities prescribed by local school or system such as, but not limited to: lunchroom, homeroom, hall, playground and other advisory duties)
· Plan lessons as per the given curriculum. 
· Teach students in such a manner that they understand the subject and gain knowledge. 
· Assign homework, check them and give feedback to students. 
· Grade assignments and exam papers.
· Give tips to students to improve their performance. 
· Help students in tackling math problems. 
· Take the help of different props to simplify and explain complex math problems. 
· Teach equations, graphs and statistics, algebra, calculus, probability and trigonometry. 
· Complete a syllabus within an academic year.
Magichanic Oil Enterprise
San Roque, Baguio City, Philippines.
Positions Assigned:  Secretary / Document Controller
October 2010 to March 2011
Duties and Responsibilities
· Managing diaries and making appointments
· Booking rooms and travel arrangements f
· Preparing and distributing papers and documents for meetings
· Taking minutes of Meeting
· Dealing with post
· Drafting letters and other documents, such as PowerPoint presentations
· Maintaining filing systems
· Answering the phone and answering queries
· Photocopying and printing
· Using various computer packages - Word, Excel, PowerPoint
· Deal with all the documents of the company and make sure that they all are kept at their specific place.
· Check all the documents at least once before making their submission which is one of its major responsibilities. The document must be error free and is completed before or on deadline.
· Perform a regular audit on the major corporate documents in order to check that all the documents are in place. 
· Validate all the files and control all the documents.  All the files must be checked at least once and approved by the senior executives.
· Endure that all the documents and files have the specific name, no errors will be there and complete checked before submission.

EDUCATIONAL BACKGROUND
College Degree:
Graduate of Bachelor of Science in Education
Major in Mathematics
University of Cordillera, Philippines
School Year 2006-2010
Secondary:

High School
SLU Boys High, Philippines
School Year 1998-2002
Elementary:

Elementary School



Roxas Elementary



School Year 1992-1998

Trainings:
· 2011 Division Mathematics Festival: October 8 – October 15, 2011, Baguio Central School, Baguio City
· District 1 Mathematics festival: “Moving Forward Through Excellence in Mathematics” – September 10 – 11,  2011, , Baguio Central School, Baguio City
· Technology (ICT) training program 2015: “AUTOCAD 2D/3D” held on January 19- 24, 2015 at NIIT Baguio City, Philippines

PERSONAL INFORMATION
DATE OF BIRTH:
 15 July, 1985
STATUS:

  Single
CURRENT VISA:            Visit Visa 
NATIONALITY:

  Filipino
RELIGION:

  Christian 
LANGUAGE/DIALECT:
  English, Tagalog, Ilocano & Pangasinan

I hereby certify that the foregoing information is true and correct to the best of my knowledge and belief.








