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	PERSONAL   DATA


Date of Birth:                November 05, 1989

Sex:                                 Female 

Height:                                    5’2

Weight:48 kgs.

Citizenship:


Filipino

Civil Status:                             Single

Languages   Spoken:      English, Tagalog 

	WORKING EXPERIENCE


Position:SECRETARY CUM RECEPTIONIST
Company: CYCHRIS Trading Corporation

Duration: September 2014-July 2015
Location: Fairview,Quezon City, Manila, Philippines
Job Responsibilities:
· Organizes work by reading and routing correspondence; collectinginformation; initiating telecommunications.

· Completes requests by greeting customers, in person or on the telephone; answering or referring inquiries.

· Prepares reports by collecting information.

· Maintains office supplies inventory by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies.
· Secures information by completing database backups.

· Provides historical reference by utilizing filing and retrieval systems.
· Contributes to team effort by accomplishing related results as needed.
· Updates the contact list addresses, phone numbers, email, faxes and send it to all the concerns, provides personnel man hours management;

· Prepares stationary & material requisition.
· Keeping records for official mobiles, land phones and its usage.
Position:CASHIER CUM SALES STAFF
Company: Regency Group

Duration: May 2012- May 2014

Location: Jebel Ali, Dubai, UAE

Job Responsibilities:
· Answer costumers question, provide   information on procedures or policies.

· Compute and totals of transaction.
· Count money in cash drawers at the   beginning of shifts to ensure that amounts are correct and that there adequate change.

· Establish  or  identify  prices  of  goods, services  of  admission, and  tabulate  bills  using  price  scanners.

· Issue receipts, refunds, credits, or changedue to costumers.
· Provide customers with information on daily deals and discounts.
· Assist customers in finding their choice of items or escort them to the right shelves.
· Welcome customers as they enter the supermarket.
· Stock shelves in accordance to the supermarket’s policies and make sure that any out of stock product is informed to the supervisor.
· Attach pricing labels to items before placing them on shelves
· Report any suspicious activity within the premise of supermarket
· Ensure that any price changes put on items immediately

Position:SECONDARY TEACHER
Company: Asia Pacific College of Advanced Studies
Duration: July 2010- March 2012
Location: A.H. Banzon St. Ibayo, City of Balanga, Philippines
Job Responsibilities:
· Preparing  and  delivering  lessons  to  range  of  classes  including  putting  up  displays   in  the  classroom.

· Marking  work,  giving  appropriate   feedback  and  maintaining  records  of  pupils’  progress  and  development .

· Researching  new  topic  areas,  maintaining  up-to- date  subject  knowledge  and  then  devising  and  writing  new  curriculum  materials.

· Selecting and using a range different   learning resources   and equipment including podcast   and   interactive whiteboards.

· Undertaking   pastoral   duties,  such  as  taking  on  the  role  of  form  tutor, and  supporting  pupils  on an  individual  basis  though  academic  or  personal  difficulties.

· Preparing pupils for qualifications and internal examinations.

· Managing   pupils  behavior  in the classroom  and  on  school  premises,  applying   appropriate   and  effective  measures  in cases  of   misbehaviors.

· Participating   in   and  organizing   extracurricular   activities ,  such as  outings  social  activities  and  sporting  events .

· Participating  in  departmental   meetings,  parents  evenings  and  whole  school  training   events.

	CREDENTIALS


LICENSED TEACHER

Licensure Examination for Teachers (September 2010)
Bachelor of Secondary Education 

PROFESSIONAL REGULATION COMMISSION (Republic of the Philippines)

	ACHIEVEMENT


On the Job Training (OJT): BEST STUDENT TEACHER
School: Bataan National High School

Department: Secondary Level

Location: Balanga, Bataan

Date: September 2009- March 2010
	EDUCATIONAL ATTAINMENT


Course:BACHELOR OF SECONDARY EDUCATION





School/University:Bataan Peninsula State University


Location:Poblascion St. Balanga   City, Bataan (Balanga Campus)
Date: (2006-2010)

	SKILLS


· Great communication skills

· Ability to adapt to the change in company culture

· Ability to solve problems  flexibility

· Hardworking

· Ability to learn from failure

· Group work spirit
	VISA STATUS


TOURIST VISA: Long Term
