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OBJECTIVES:

To obtain a meaningful and challenging position that suits my qualification and at the same time to enhance my knowledge and skills.
SKILLS AND QUALIFICATIONS:
· Good communication skills, both written and oral
· Ability to work under pressure
· Self-motivated, dependable and goal oriented
· Ability to learn new rules quickly 
· Ability to work as an effective team member
WORK EXPERIENCE
· CLEANING SUPERVISOR
Perfect General Services
( February2014 to present)
Duties and Responsibilities:
• To have the overall responsibility for the practical organization of the day to day cleaning operation
• In consultation with the Business Manager, to identify the number of cleaning staff required to maintain a clean teaching environment within the set annual budget
• To monitor stocks of cleaning equipment and materials in order that orders can  be placed on a timely basis.
• To organize appropriate training for all cleaning staff.
· OFFICE GIRL 
Perfect General Services
(2009-2014)
Duties and Responsibilities:
· Communicate with customers, employees, and other individuals to answer questions, disseminate or explain information, take orders and address complaints.
·  Answer telephones, direct calls and take messages.
·  Compile, copy, sort, and file records of office activities and other activities.
·  Operate office machines, such as photocopiers and scanners, facsimile machine.
·  Open, sort and route incoming mail, answer correspondence, and prepare outgoing mail.
·  Review files, records, and other documents to obtain information to respond to requests.
· CLEANER(2008-2009)
 Duties and Responsibilities:
  Cleaners are required to undertake the following duties as directed by the Supervising Officer, using the prescribed methods and frequencies in line with the requirements of the cleaning specification.
     1. Emptying waste bins or similar receptacles, transporting waste material to     designated collection points.
     2. Sweeping floors with brushes or dust control mops.
     3. Mopping floors with wet or damp mops.
     4. Suction cleaning carpeted areas and “spot” cleaning carpets.
     5. Using electrically powered scrubbing and polishing machines to burnish, scrub, polish and spray clean floors (after receiving proper instruction and training).
     6. Using electrically powered pick up machines.
     7. To dust, damp wipe, wash or polish furniture, ledges, window sills, external surfaces of cupboards, radiators, shelves and fitments.
     8. To replenish consumable items (soap, toilet rolls, paper towels) if required within the contract.
     9. To clean toilets, urinals, hand basins, sinks, baths, showers and drinking fountains.
   10. The use of chemical agents as directed by the Supervising Officer in the discharge of cleaning operations or maintenance procedures, after receiving proper instructions and training.
EDUCATIONAL BACKGROUND
COLLEGE: Bachelor of Science in Nursing(Undergraduate)


DR.P.OCAMPO COLLEGES,2004-2005 
SECONDARY:CCNHS MAIN CAMPUS, 2000-2004


Cotabato City
ELEMANTARY:SIMUAY JUNCTION ELEMENTARY SCHOOL


Sultan Kudarat, Sheriff Kabunsuan, 1995-2000.
 PERSONAL INFORMATION
Date of Birth: March 30,1984
Nationality: Filipino
Religion: Islam
Marital Status: Single
Visa status: Employment visa
Language: Arabic and English
