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DYNAH 
Mobile No. C/o 0505891826
Email :  dynah.26406@2freemail.com 
Secretary/Receptionist/Data Encoder

Objective:  To secure a career in an established company for stimulating

                         development  of knowledge and skills.

Qualifications:



•     Responsible, resourceful, hardworking, systematic and honest



•     Reliable with the ability to learn new concepts and skills



•     Knowledge in computer MS( word, excel, power point)



•     Willing to adopt new job assignments



•     Flexible and comfortable in communications.

Educational Background:



Bachelor of Science in Chemistry



Batangas State University (formerly Pablo Borbon Mem. Inst. Of Tech.)



Batangas City, Philippines



1990-1995

Bachelor of Science in Secondary Education



Divine Word College of Calapan



Calapan City, Philippines



June 1996 – First Semester

Caregiver and Housekeeping Course



Makati City, Philippines



August – December, 2007

Work Experiences:

Secondary School Teacher I  ( Chemistry, Mathematics  and Computer teacher)

Porfirio G. Comia Memorial National High School

Oriental Mindoro, Philippines

June 16, 1997 – Present

Duties and Responsibilities:


•  to teach the learners academically to become better persons and 

                responsible citizens of the nations;


•  to enhance education as the basic needs of individuals 


•  enhance students in the knowledge in using laboratory apparatus computer

Data Encoder  ( Part Time Job)
Golden Jaete Lending Investor

Calapan City

April 2000 - 2007

Duties and Responsibilities


•  received and encode daily invoices from payers and affixed date of receipt


•  checked arithmetical accuracy of invoiced amounts, inputs invoice data

               and parks invoices in the system


•  prepared daily and monthly collection reports

Laboratory Technician

Aurora National High School

Oriental Mindoro, Philippines

June 16, 1997 – March 31, 2002

Duties and Responsibilities:


•  prepares laboratory room/ apparatus for student’s use


•  enhance student’s knowledge in science and technology


• train and acquaint students in using laboratory apparatus together 

               with precautions.

Assistant Laboratory Analyst

Soil Laboratory

Lipa City, Philippines

February 1 – April, 1995

Duties and Responsibilities:


•  prepares the apparatus and chemical reagents to be used.


•  checks and analyzed the samples


• assist the laboratory analyst

Achievements:


•  Passed the licensure examination for teachers (LET), 1999


•  Prepared and worked out the investigatory project which won in the

                national level
    
•  trained students in Science Quiz Bee and won 8th place.


•  trainor in yearly school dancing competition and won 1st place always

Personal Information:


Date of Birth:

September 29, 1973

Place of  Birth:
Oriental Mindoro, Philippines

Nationality:

Filipino

Civil Status:

Single

