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PROFESSIONAL PROFILE

Seeking a challenging position with a progressive organization that will effectively utilize my knowledge and expertise, where I can grow with the organization and prove to be an asset for its effective functioning, be a team player for the achievement of organizational goals and its success.

QUALIFICATIONS
· Motivated and hardworking 
· Flexibility in working conditions

· Individual, skilled in problem solving
· Responsible, efficient with an excellent work ethics.
· Excellent interpersonal and communication skills.
· Proven ability to work under pressured environment with less supervision.
EDUCATIONAL ATTAINMENT
· COLLEGE/UNIVERSITY

: PHILIPPINE NORMAL  UNIVERSITY    
· COURSE/DEGREE


: Bachelor of  Elementary  Education
· YEAR




: 2001- 2005
COMPUTER SKILLS

· MS Office (Word, Excel, Power Point)

· Email & Internet Explorer
WORKING EXPERIENCE

COMPANY

: MERMAID MARINE INSPECTION SERVICES L.L.C (Dubai)
POSITION

: RECEPTIONIST/ SECRETARY
YEAR


: 2014- PRESENT
DUTIES AND RESPONSIBILITIES

· Answer telephone, screen and direct calls, take and relay messages, provide information to callers.
· Direct persons to correct destination

· Deal with queries from the public and customers

· Ensure knowledge of staff movements in and out of organization

· Monitor visitor access and maintain security awareness

· Provide general administrative and clerical support

· Prepare correspondence and documents

· Receive and sort mail and deliveries

· Schedule appointments

· Maintain appointment diary either manually or electronically

· Organize conference and meeting room bookings

COMPANY

: SHANGHAI HENG ZHI INTERNATIONAL FZCO (DUBAI)
POSITION

: SALES ASSOCIATES
YEAR


: 2012 -2014

COMPANY

: WEALTH IN COMPANY (DUBAI)
POSITION

: SALES ASSOCIATES

YEAR


: 2010 - 2012

DUTIES AND RESPONSIBILITIES

· Provide customers with product information that they need
· Explain product features and warranty agreements
· Provide customers with information on daily deals and promotions
· Ensure that all products are well stocked and are easy to reach
· Make sure that work area and aisles are clean and shelves are dusted properly

· Handle cashier duties by taking cash or credit cards in exchange of goods sold

· Manage product returns and exchanges

· Ensure that all purchased items are delivered to the customers in a prompt manner

· Arrange products on shelves in a tidy manner

· Order out of stock items in a timely manner
POSITION

: PRE- ELEMENTARY SCHOOLTEACHER (PRIVATE SCHOOL)
COMPANY

: Jireh Kiddies Learning Centre-Philippines

YEAR


: June 2008 – March 2009

POSITION

 : PRE- ELEMENTARY SCHOOL TEACHER (PRIVATE SCHOOL)

COMPANY

 : Zion Christian School of TanglawInc – Philippines

YEAR


 : June 2007 - March 2008

DUTIES AND RESPONSIBILITIES

· Prepare weekly lesson plans on time. 
· Interact with students, parents and faculty. 
· Implement initiatives and teaching methodologies. 
· Facilitate classroom procedures. 
· Set culture standards for learning. 
· Inculcate discipline in students. 
· Enforce classroom discipline. Monitor students' progress in the subject.
· Monitor overall academic development. 
PERSONAL INFORMATION

DATE OF BIRTH
: 20 October 1984
NATIONALITY
: Filipino
RELIGION

:Roman Catholic
MARITAL STATUS
: Single
LANGUAGES

:English, basic Arabic, 
VISA STATUS

: Employment Visa
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