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Objective

· To accept any position of which I am qualified that provides challenges and opportunities or additional training and healthy learning.
Work Experience: (PHILIPPINES)

Cooperative Rural Bank of Bulacan
(June 2010-May 2015)

Secretary
· Taking notes of all the meetings and appointment of my Boss.
· Keep a tab on office supplies and make arrangement for placing order.
· Doing Invoice, Quotation, Presentation, mails and other paper works.
· Answering phone for customer inquiries.
Marian College of Baliuag


(June 2008-March 2010)

Teacher 

· Assist students in setting and maintaining standards of classroom behavior.

· Meet and instruct assigned classes in the locations and at the times designated.

· Prepare for classes assigned and show written evidence of preparations upon request of the immediate supervisor.

· Evaluate student progress on a regular basis.

· Comply with and enforce school rules, administrative regulations and school Board policies.
SM Baliuag-Bulacan


(Jan. 2007-May 2008)

Sales Clerk
· Determine the customers’ needs and items that are best suited to fulfill their needs.
· Setting up advertising display.
· Stamping and making prices on merchandise and answering customers’ questions.
· Must also record information about the item such as number and classification.
· Inventory every day.
· Give the customer satisfaction.
SM8 Waves Water Park Hotel

(June 2006-May 2007)
Receptionist 
· Responsible for answering and routing calls.
· Greeting visitors, and handling inquiries from the public

· Filing, scanning ,faxing, as well as typing specific documentation.

· Responsible for coordinating incoming and outgoing mail.

· Prepare general correspondence and customer assessments as needed.

Occasionally works on special projects
Educational Attainment
Tertiary




Professional Licensed Teacher







Bachelor of Elementary Education







Baliuag University







Baliuag, Bulacan
Skills

Computer 
Proficient in MS Application (Word, Excel)

Marketing
Ability to deal with diverse kind of people

Personal Details

· Profile

: 
Female, 28, Single

· Nationality

:
Filipino

· Visa Status

:
Visit Visa 
