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	CAREER
	An efficient, organized and approachable person who wills to be of help to others.

Possessing fast and effective administrative and teaching skills and with a comprehensive understanding to office & school routine.  Presently searching for a suitable secretarial and administrative role in a reputed company.

	OBJECTIVE
	

	
	

	CAREER HISTORY
	SAINT LOUIS COLLEGE, San Fernando City, La Union, Philippines

	
	Substitute College Instructor

	July 22, 2015 – December 18, 2015
	

	
	Philippine Long Distance Telephone Company, San Fernando City, La Union, Philippines

	
	Receptionist/Secretary


	April 22, 2015 – July 21, 2015

	
	Philippine Long Distance Telephone Company, San Fernando City, La Union, Philippines

	
	Part Time - Receptionist                                     April 7, 2014 – May 30, 2014

	April 22, 2015 – July 21, 2015

	
	Responsibilities:
	
	

	
	Handles classes for Information Technology subjects.

	
	Activities:

	
	· Developed and implemented effective lessons in teaching Information Technology subjects to college students.

· Worked collaboratively with other teachers and professionals to create effective lessons that meet the learning needs and abilities of all students.

· Developed and implemented daily and unit lesson plans, administered tests and evaluations, and analyzed student performance.
· Conducted group/individual participation activities.
· Fostered a classroom environment conducive to learning and promoting excellent student/teacher interaction.
· Actively participated in activities which included: assessing student progress, assigning grades, taking attendance, lunch/recess duty, keeping parents/guardians informed through daily or weekly progress reports/behavior charts, phone calls and visits. 

	
	Provides full secretarial and administrative support to a Company.

	
	Activities:
· Provided a variety of clerical duties involving filing, archiving, photocopying, scanning and faxing documents.
· Answered, screened and dealt with incoming and outgoing telephone calls and took messages. 
· Established, maintained and monitored accurate, neat and efficient electronic and manual filing systems.
· Sorted and classified incoming mail and other information for efficient disbursement to appropriate recipients.
· Prepared letters, memoranda, reports, bulletins, handbooks, questionnaires, requisitions and other materials to give accurate information and interpretations of policies or procedures related to company activities. 
· Assisted in the various exhibits of the company. 
· Prepared accurate minutes of the meeting. 
· Had the ability to handle confidential information with complete security. 
· Greeted and interacted with the clients, worked cooperatively with staff and performed other related duties as assigned.


	ACADEMIC 
	Tertiary Education:
	Saint Louis College, San Fernando City, La Union 
	AY 2015 

	QUALIFICATIONS
	High School Educ:            San Juan National High School, San Juan, La Union              AY 2011

	
	Elementary Educ:
	Lepanto Elementary School, Mankayan, Benguet, 
	AY 2007

	
	
	
	

	
	

	SKILLS
	

	
	Effective Written and Oral Communication Skills

	
	Oriented in Microsoft Office applications such as:
· Microsoft Office PowerPoint
· Microsoft Office Word

· Microsoft Office Access

· Microsoft Office Excel
Capable of creating and editing videos, pictures, files and presentations using different applications. 
Knowledgeable in CSS, HTML, PHP, Visual Basic, Java, and MySQL.

Basic troubleshooting and Networking

	
	

	
	Analytical and Problem Solving Skills

	
	Stress Management and Time Management Skills

	
	

	TRAININGS
	Seminar on Basic CISCO Routing and Switching

CISCO Certification

	
	IT IL Foundation

4th  International Information Technology Conference 2015

3rd International Information Technology Conference 2014

2ndInternational Information Technology Conference 2013

	
	

	PERSONAL 
	Birth date          
	: July 24, 1994

	INFORMATION
	
	

	
	Age                   
	: 21

	
	Civil Status       
	: Single

	
	Religion            
	: Roman Catholic

	
	Nationality
	: Filipino

	
	Language/Dialect Spoken
	: English, Filipino, Ilocano
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