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POSITION DESIRED: HR Assistant or any other post that fits my qualifications
JOB OBJECTIVE:
To establish a career in a dynamic institution whose environment encourages, motivates, and increases innovative knowledge and skills that contribute towards its continuing growth and anticipated success.

STRENGTHS:

· Governed with AURA, that is, authority, responsibility, and accountability
· Have excellent communication skills, both written and verbal 

· Tactful and articulate, analytical and methodical in dealing with circumstances 

· An excellent judge of character , motivated and results driven 

· Able to act quickly and decisively, with good IT skills 

· Have a good eye for detail, with excellent organizational skills

RECRUITING/EDUCATING/SECRETARIAL/ADMINISTRATIVE-AIDE EXPERIENCES:

* OFFICE ATTENDANT
BALMO MANPOWER SERVICES, INC.
Cagayan de Oro City, Region X, Mindanao, Philippines

January 6, 2012 – Present

General Responsibilities:

· Attending calls/queries
· Do follow-up clients

· Communicates requirements and duties to prospective candidates 

· Assists recruitment specialist in screening eligible candidates 

· Provides administrative support to Recruitment Officer of the organization
* EDUCATOR CUM SECRETARY TO THE PRINCIPal/administrative AIDE-designatE


Baliwagan National High School
Division of Misamis Oriental, Region X, Mindanao, Philippines

August 16, 2004 – December 28, 2011
General Responsibilities:
I. INSTRUCTIONAL COMPETENCE: As a teacher, I had done the following, namely;
A. LESSON PLANNING/DELIVERY

B. TECHNICAL ASSISTANCE

C. LEARNERS’ ACHIEVEMENT

II. PROFESSIONAL & PERSONAL CHARACTERISTICS

III. PUNCTUALITY & ATTENDANCE

IV. PLUS FACTOR (ADMINISTRATIVE ROLES):

· Assisted in directing the programs or activities of the department as channeled from the central office down to the regional and division offices and likewise to the school or in administering its specialized program or activity.

· Served as Officer In-Charge/Officer of the Day in supervising purchase, budget preparation and control, conducting personal transactions, and acting for a School Principal in all routine matters in her absence.

· Disseminated information involving interpretation of policies, laws, and activities of the department.

· Represented as school administrative personnel at meetings, conferences, seminars or trainings and institutes for which the school has primary responsibility.

* Sales Representative (January, 2003 – June, 2004)

· Promoted/sold/secured orders from existing and prospective customers through a relationship-based approach.

· Demonstrated products and services to existing/potential customers and assisted them in selecting those best suited to their needs.

* Salesman/Ticketing Agent (June, 2002 – December, 2002)

· Established, developed and maintained business relationships with current customers and prospective customers in the assigned market segment to generate new business for the employer’s products/services.

EDUCATIONAL BACKGROUND:
Tertiary
:

CENTRAL MINDANAO UNIVERSITY






University Town, Musuan, Bukidnon, Philippines







SY 2001 – 2002



            Degree Conferred:
Bachelor of Science in Education (Mathematics)


Graduate Study
:
Bukidnon state university






Malaybalay City, Bukidnon, Philippines







SY 2010 – 2012 




Degree w/ CAR:
Master of Arts in Education (Educational Administration)


QUALIFICATION:

· 3 years experience in Recruitment Agency, exposure to administrative works and other clerical/office -related matters

SPECIAL SKILLS:

· Writing Articles (Journalism), Data Analyzing/Event Organizing, MS Office (Word, Excel, Power Point, etc.)

LANGUAGES/DIALECT:

· English, and Filipino/Visayan

INTERESTS/HOBBIES:

· Music as one source of my strength (listening & singing), Reading, Net Surfing

PERSONAL BACKGROUND:

· Marital/Civil Status: 
Married

· Birth date:


May 12, 1982

· Visa Status:

Visit Visa 
