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PERSONAL INFORMATION:
Full Name:  Era Fe M. Bartolaba

Gender:  Female

Date of Birth:
 February 19, 1986

Age:  29

Marital Status:
Married

Occupation:
Fresh Baccalaureate Graduate

Nationality:
Filipino

Interests: Reading, volleyball, badminton, travelling, listening to music

Personal Features: Eagerness to learn, hard-working, creativeness, willing to work overtime and under pressure
CAREER OBJECTIVE:
A highly resourceful, flexible, innovative and enthusiastic individual who possesses a comprehensive knowledge regarding to administrative and office procedures. A quick learner who can absorb new ideas. Well organized and an excellent team player with a proven ability to work proactively in a complex busy environment. I am now looking for a career opportunity where I can utilize my personal skills and experience which will I acquired and where I can contribute to the success of my employer.

EDUCATIONAL BACKGROUND:
· 2012 – 2015
Bachelor  of Secondary Education – Major in Mathematics


Best in Practicum and Athlete of the Year Awardee



Consolatrix College of Toledo City – Graduate



Magsaysay Hills, Toledo City, Cebu, Philippines

· 2003 – 2006 
Bachelor of Science in Nursing 



Southwestern University – Undergraduate



Urgelio St., Cebu City, Philippines
SUMMARY OF QUALIFICATIONS:
· Licensure Examination for Teachers (LET) passers

· Licensed for Non-Life Insurance Agent

OTHER QUALIFICATIONS:

· Excellent  written and verbal communication skills
· Comprehensive knowledge in Microsoft Offices (Word, PowerPoint and Excel)

· Can type 35-40 words per minute in Microsoft Word

· Knowledgeable in Adobe Photoshop
WORK EXPERIENCES:

· Student Teacher


Awihao National High School – Gov’t School

Awihao Toledo City, Cebu, Philippines


Consolatrix College of Toledo City – Sectarian School


Toledo City, Cebu, Philippines


December 2014 – January 2015

Description:

1. Adaptable to the different kind of students behavior, attitude and character
2. Observant to classes in various age levels.

3. Complete reports and maintaining students’ record as the mentor assigned.

4. Learning Plan is up to date every day.
5. Organized different activities for alternative learning experiences for the students’ in their corresponding age level.
· Non-Life Insurance Agent

Sterling Insurance Company

Land Transportation Office – Toledo


S. Osmeña St., Toledo City, Cebu, Philippines


2007 – 2012
Description:

1. Advise customers on the insurance policies that best suit their needs.
2. Active in seeking out new clients and explaining types of coverage they may find helpful.

3. Fill-out and submit applications, issue quotes, maintain client records and prepare reports. 

4. Help customers file and receive financial compensation for their loss in the event of claim.

· Student Nurse




Affiliated Hospitals in Southwestern University




Cebu City, Philippines




2004 – 2006



Description:

1. Identifies patient care requirements by establishing personal rapport.
2. Establishes a compassionate environment by providing emotional, psychological and spiritual support to patients, friends and families.

3. Maintains safe and clean working environment by complying with standard procedures, hospital rules and regulations and calling for assistance from health care support personnel.
4. Documents patients care services by charting in patient and department records.

5. Maintains continuity among nursing teams by documenting and communicating actions, irregularities and continuing needs.

6. Maintains a cooperative relationship among health care teams by communicating information, responding to requests, building rapport, participating in team problem-solving methods.
TRAININGS ATTENDED:
· FOOD AND BEVERAGE SERVICES  NCII


MACS Expertise Training and Assessment Center Inc.



Poblacion, Toledo City, Cebu, Philippines



January 13, 2015

· HOUSEKEEPING   NCII


Outstanding Trainee


MACS Expertise Training and Assessment Center Inc.



Poblacion, Toledo City, Cebu, Philippines


October 25, 2014

OTHER INFORMATION:

· Attention to detail.

· Can work without or less supervision.

· Ability to cope and work under pressure.

· Fast learner and innovative.

