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OBJECTIVE
Looking for a challenging position in a reputable company where I can utilize my skills and experience for the benefit of the institution and in return attain personal and professional growth.
SKILLS
· Works well as a team member and adapts easily to new situations
· Outstanding ability to maintain strong relations with employees and Clients
· Excellent in interpersonal, communication and strong organization skills
· Computer Literate and Proficient in Microsoft Office and other Windows Application
· Honest, reliable, sociable and enjoys working with people
· Creative and artistic
·  Architectural Drafting
·  Photoshop
·  Computer Repair Servicing
WORK HISTORY
ALS  Facilatator




October 25, 2011 - Dec. 20, 2014

DEPED-ALTERNATIVE LEARNING SYSTEM


Surigao City, Philippines
· Key learning support person.
· Providing the learning intervention to the learner in the community learning center.
· Conduct house to house and individual learning sessions.
· Visit Barangays with prospect learners.
· Provides self-instructional materials in multi-media  formats.
· Teaches learners some artcrafts and making new things using recyclable materials and help them to looked for prosfect buyers.
· Teaches learners to cooked native delicacies to help them earn for thier living.
· Teaches learners to paint and draw.
            Clerical Aide




January  2007 -  June 2011
SURIGAO CITY PLANNING & DEVELOPMENT OFFICE
Surigao City, Philippines
· Organizing and scheduling appointments.
· Answering, directing and making phone calls.
· Taking and distributing messages.
· Organizing and coordinating meetings.
· Reviewing files and records to answer request for  information.
· Handling inquires and incoming work requests.
· Sending emails, receiving, sorting and distributing incoming mail.
· Preparing and sending outgoing mailings and packages.
· Reviewing, maintaining file systems and records to answer requests for information.
· Compiling records of office activities.
· Checking, typing documents, entering data and distributing documents and correspondence.
· Updating and maintaining databases.
· Keeping office area neat and tidy.
Draftsman/Autocad Operator


January 2001- December 2006
LAT ENGINEERING AND CONSTRUCTION
Tubod, Iligan City, Philippines
(   Assigned to prepare and present detailed plans and working drawings for residential and commercial establishments in Iligan City and Cagayan de Oro City.
(Assigned to draft and conceptualized interior designs and renovations of commercial establishments.
(   Assigned to do and present innovative landscape design on various recreation areas in Iligan and Cagayan de Oro City.
· Assigned in the production and preparation of all plans and details for various permits.
SEMINARS / TRAINING ATTENDED
· 2-Day Seminar Workshop for ALS facilatators& Instructional Managers
February 19-20, 2008, DepED-ALS District III, Surigao City, Philippines
· ALS Managers and Facilatators Training
February 6-7, 2008, DepED-Alternative Learning Center
Butuan City Division, ButuanCity, Philippines
· 3-Day Division Training of Teachers in English Communication
May 19-21, 2008, Department of Education, Division of Surigao
SUCES,Surigao City, Philippines
· 1-Day Orientation Seminar in Multi-media Assessment & Action Research 
October14, 2006, Surigao Education Center, Surigao City, Philippines
EDUCATION 
Basic Micro-Computer Servicing




May–August2014
Helping Foundation, Inc.
Surigao City, Philippines
Bachelor of Science in Secondary Education


June-Oct.2006
Earned 18 units
Surigao Education Center
Surigao City, Philippines
Bachelor of Science in Architecture



June 1995 - Mar. 2000
Cebu Institute of Technology University
Cebu City, Philippines
Bachelor of Science in Nursing



             June 1993 - Oct. 1995
Earned 68 Units
Surigao Education Center
Surigao City, Philippines
PERSONAL INFORMATION
Date of Birth:

July 28,1977
Age:


38 yrs. old
Gender:

Female
Civil Status:

Married
Nationality:

Filipino
Heigth:

5’
Weigth:

47 kgs.
Religion:

Roman Catholic

