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CAREER OBJECTIVE:
To engage on time for work wisely and productivity observing the right attitude and values for quality performance and to value good delivery of services towards profitable achievements.
PROFESSIONAL QUALIFICATION:
Master of Arts in Education, Major i Education Management-Academic Requirement, at Northeastern College, Santiago, City

Bachelor in Elementary Education, Social Science (Area of Specialization), at Isabela State University, Echague, Isabela, 2006

SPECIAL SKILLS:




· Proficient with MS Word, Excel & Power point
· Good analytical and organizational skills.

· Enthusiastic and result-oriented with a professional attitude and well groomed at all times
· Ability to establish and maintain complex office records and files

· Able to control and manage the job assigned effectively and efficiently
· Pleasant personality, stable and composed, able to work under pressure

WORKING EXPERIENCES:
San Isidro West Central School

Isabela, Philippines

June 2007 – March 2008
Teacher

Duties & Responsibilities:
· Follows professional practices consistent with school and system policies in working with students, students’ records, parents, and colleagues
· Demonstrates professional practices in teaching

· Acts in a professional manner and assumes responsibility for the total school program, its safety and good order

· Assumes a role in meeting the school’s student achievement goals, including academic gains of students assigned to the teacher

· Implements designated curriculum

· Maintains lesson plans as required by school policy

· Assigns reasonable tasks and homework to students

· Participates in professional development opportunities and applies the concepts to classroom and school activities

· Attends and participates in faculty meetings and other assigned meetings and activities according to school policy

· Conducts assigned classes at the times scheduled

Northeastern College Grade School

Isabela, Philippines

September 2006 – March 2007
Department Secretary
Duties & Responsibilities:
· Receives telephone calls
· Monitors department needs

· Does the schedule of staff and teachers

· Makes and keeps copies of all reports (staff & teachers)

· Records and keeps minutes of the meeting

· Monitors department schedule and appointments

· Prepares all the outgoing parcel or mail 

· Performs clerical jobs and other jobs assigned
· Coordinates all department concern

National Statistics Office
San Isidro, Isabela

July 1-30, 2006
CENSUS Enumerator

Duties & Responsibilities:
· Acts as data entry operator of all data entry related work of the Institute

· Helps the Project Leader gather data information needed in the project

· Does the survey regarding population and housing in the Northern part of the Philippines.

· Assists the Project Leader in Collating, Sorting and analyzing data gathered
· Helps in the submission of progress reports as well as in the preparation of the final report to the Director of the Institute

· Timely submission of work done and dispatching of documents

PERSONAL INFORMATION:
Birth Date: 

October 15, 1986

Age:


21 years old

Height:  

5’4inches

Weight:  

57 kg.
Civil Status:  

Single
Language Spoken: 
English, Tagalog, Ilocano
