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EDUCATION

June 2013 – March 2014

Professional Education Course





Tomas del Rosario College

San Jose Balanga City, Bataan

October 2005 – June 2006

Masters in Business Administration





18 units only






Bataan Peninsula State University

(Bataan Polytechnic State College)

Capitol Drive Balanga City, Bataan

June 2001 – March 2005

Bachelor of Science in Business Administration






Major in Management






Tomas del Rosario College

San Jose Balanga City, Bataan

WORK EXPERIENCE

Teacher’s Aide

Bo. Luz Day Care Center (Municipality of Limay)

Bo. Luz, Limay, Bataan, Philippines

June 01, 2014 – December 31, 2014
· Supported class instruction as per teacher requirements – Assisted in creating instructional environment which includes working in groups and individualized activities: single, small and large group activities

· Assisted teachers in developing learning materials and activities

· Assisted in observing/assessing students’ progress and behavior – Kept records 
· Performed basic administrative tasks.

· Assumed teacher’s role in class whenever necessary and attended meetings 
Clerk/Secretary
Limay Polytechnic College (Municipality of Limay)
National Road, Limay, Bataan, Philippines

March 26, 2013 – May 31, 2014
· Answered the telephone, took and relayed messages and responded to phone inquiries

· Typed and proofread reports, correspondence, forms, etc.

· Made and confirmed appointments as directed 
· Organized and maintained files of records and correspondence of both a routine and confidential nature

· Performed data entry
Teacher

The Top Class Educational Institute
41 Khu Pho Nam Thien 2, Duong Ha Huy Tap Phuong Tan Phong, 
District 7, Ho Chi Minh City, Vietnam 

June 22, 2009 – January 31, 2013
· Prepared and deliver lectures to Korean students on topics such as grammar, vocabulary, and reading comprehension

· Helped and guided students in doing their homework
Customer Service Representative

Viet Elite (Viet Uu)
District 1, HCMC, Vietnam

January 12, 2010 – September 30, 2010

· Opened telephone account for customers and guided them to use the service correctly

· Added money or minutes to customer’s account

· Solved simple complaints 
· Answered questions related to PIN and calling cards

· Recorded customer information

· Explained promotion programs to customers

· Controlled all conversations with customers

Page Makeup Operator

Absolute Service Incorporated

Bldg. 1149 George Dewey Complex 

Subic Bay Freeport Zone, Philippines

September 01 2007 – October 31, 2008

· Page makeup operations or page layout

· Created the best layout of pages for both educational and professional books in the United States of America

· Used the state of the art computer hardware and software
Prepress Data Encoder/Page Makeup Trainee

Absolute Service Incorporated

June 14, 2006 – August 31, 2007

· Performed keyboarding such as encoding manuscripts while checking for discrepancies such as missing pages or unreadable parts of the manuscripts

· Learned about QuarkXpress and Adobe InDesign programs in computer to produce publications of the highest quality and improve the appearance of the pages created

Sales Representative

Ocampo’s Mall

Balanga City, Bataan Philippines
May 15, 2005 – March 10, 2006
· Welcomes customers by greeting them; offering them assistance.

· Directs customers by escorting them to racks and counters; suggesting items.

· Advises customers by providing information on products.

· Helps customer make selections by building customer confidence; offering suggestions and opinions..

· Contributes to team effort by accomplishing related results as needed.
PROFESSIONAL QUALIFICATIONS

Licensure Examination for Teachers 
Professional Regulation Commission of the Philippines

August 2014

General Average – 79.80

SKILLS AND ABILITIES

· Customer Service

· Strong organizational, administrative and analytical skills

· Computer skills (MS Word, Excel, Powerpoint, QuarkXpress 4 to 6, Adobe Indesign CS1 to CS3)

· Ability to maintain confidentiality

· Ability to produce consistently accurate work even whilst under pressure.

· Ability to multi task and manage conflicting demands. 
· Punctual and reliable
SEMINAR/TRAINING ATTENDED

Legal Foundation on Education: Current Issues on Education (K- 12)

Tomas del Rosario College – Audio Visual Room

San Jose, Balanga City, Bataan
March 15, 2014

Asia Prepress Learnership Program

Absolute Service Incorporated

Bldg. 1149 George Dewey Complex 

Subic Bay Freeport Zone, Phillipines

March 13, 2006 – June 13, 2006

On-the-Job-Training

Kei Shing Chem. Industries. Ltd.

Alangan Limay, Bataan

December 08, 2004 – January 28, 2005
PERSONAL DATA

Date of Birth:



April 26, 1984

Place of Birth:



Balanga, Bataan, Philippnes
Gender:



Female

Civil Status:



Married
Nationality:



Filipino

Height:




5’

