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	Objective:

	Seeking a good opportunity in a good company that enables me to improve my skills, increase my practical experience, fulfill my personal ambitions and expand my knowledge.


	Working
Experience: 
	JSS Private School, Al Safa, Dubai
Designation: Support Staff (Library Assistant/Bus Monitor) – From June 2014 to Till Date

·  Lend and collect books, enter and update books records on computer and perform clerical activities such as filing, typing, word processing and photocopying.
· Using IT system in library routines.
· Assisting the bus driver in maintaining the order on the bus and assuring the safety of the Head Start children while entering, riding and departing from bus.

Municipal Engineer’s Office, Philippines

Designation: Office Clerk  – From October 2009 to December 2013

· Perform general administrative duties in Engineering Office.

· Handle phone calls, make travel arrangements, process expense reports, schedule meetings, prepare engineering data and schedule trainings.

· Maintain project filing system.



	Educational Background:

	Tertiary     :  Mindanao University of Science and Technology
                   Bachelor of Science in Industrial Technology
                   Major in Civil Engineering Technology 
                   Lapasan, Cagayan de Oro City, Philippines

                   June 2005 - April 2009

Secondary : Bukidnon National High School

                  Malaybalay City, Bukidon, Philippines

                  June 2001 – March 2005

Primary     : Dalwangan Elemnetary School

                  Malaybalay City, Bukidnon, Philippines

                  June 1995 – March 2001



	Computer 
Knowledge:
	Windows, Microsoft Office and Alpha Library Management Software.



	Personal 
Information:


	Date of Birth
         :    24 February 1988
Gender
         :    Female

Civil Status
         :    Single


	Languages Known:
	English and Tagalog (Reading, Writing and Speaking)


	Personal Strengths:


	· Sincere and hardworking approach.

· Good Interpersonal and communicational skills.

· Ability to work under pressure.
· Excellent Knowledge of Office Administration.
· Adaptable to new environment & procedures.
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