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KAMILLE T
OBJECTIVE:
To work for a progressive organization in a highly motivating and challenging environment that provides the best opportunities to grow and utilize my potential to the fullest to achieve the organization’s goal while achieving my personal goals.
PERSONAL DATA
Age:


27 years old
Date of Birth:

Sept. 11, 1987
Gender:

Female
Civil Status 

Single
Height:


5’3”
Weight:


50 kgs.
Nationality:

Filipino
Religion:

Roman Catholic
WORK EXPERIENCE
· Position:
Secretary
Duration:
January 24, 2015 up to present
Job Description:



1. answering telephone calls

2. maintaining diaries

3. arranging appointments

4. taking messages

5. typing and word processing

6. filing

7. organizing and servicing meetings (producing agendas and taking minutes)

8. managing databases

9. prioritizing workloads

10. recruiting, training and supervising junior staff

11. handling correspondence

12. implementing new procedures and administrative systems

13. liaising with relevant organizations

14. coordinating mail-shots and similar publicity tasks

15. preparing salary for the laborers

· Position:
High School and College Instructor / Assistant to the Office of the Principal
Duration:
June 2011 – October 2014
Company:
Southeastern College
Location:
Padada, Davao del Sur, Philippines
Job Description:
 
1. Follows professional practices consistent with school and system policies in working with students, students’ records, parents, and colleagues.
2. Complies with rules, regulations, and policies of governing agencies and supervisory personnel.

3. Demonstrates professional practices in teaching.

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

5. Assumes a role in meeting the school’s student achievement goals, including academic gains of students assigned.

6. Implements rules and regulations accordingly.

7. Conducts guidance services for the advisory class.

8. Evaluates students’ progress and provides various experiences for their continuous development.
9. Keeps school records and prepared required reports.

10. Keeps parents informed on the progress of their students.

11. Attends and participates in service trainings and faculty meetings.

12. Executes the administration of school policies designed for the welfare of the students.
13. Assist the principal in various aspects accordingly.

· Position:
Office Clerk
Duration:
January 2010 – March 2011
Company:
Provincial Government of Davao del Sur,


Administration Section

Location:
Davao del Sur, Philippines
Job Description:
1. Plan and direct the maintenance, filing, safekeeping, and computerization of all municipal documents.
2. Maintain and update documents records.
3. Record and edit the minutes of meetings, then distribute them to appropriate officials and staff members.

4. Issue public notification of all official activities and meetings.

5. Respond to requests for information from the public, other municipalities, state officials, and state and federal legislative offices.

6. Perform general office duties such as taking and transcribing dictation, typing and proofreading correspondence, distributing and filing official forms, and scheduling appointments.

7. Coordinate and maintain office-tracking systems for correspondence and follow-up actions.

8. Answer telephone inquiries and send emails accordingly.
· Position:
School Registrar Clerk
Duration:
June 2009 – December 2009
Company:
Digos City National High School
Location:
Davao del Sur, Philippines
Job Description:
 
1. Provide leadership to plan, organize and manage all of the activities related to the Records and Registration Department, including serving as the official authorized keeper of the university's student records.
2. Responsible for collecting, recording, maintaining and reporting of student records within guidelines.
3. Provide leadership and develop appropriate recommendations for the implementation of related technology application in support of enhanced services offered through Registration and Records.
4. Collaborate with administrators, deans, faculty, IT and counselors to facilitate and improve services to students, including catalog and registration/records policy questions.
5. Provide back-up for records and registration services, including registering students, issuing transcripts, answering phones, scanning, reporting grades and working special events.
6. Answer telephone inquiries and send emails accordingly.

EDUCATION
HIGHEST EDUCATION
Course:


Certificate in Bachelor of Secondary Education Major in MAPEH 

(Licensure Exam for Teachers - Passed)
University:

University of Mindanao Digos College
Location:

Davao del Sur, Philippines
Date:


June 2005 – March 2009
SECOND HIGHEST EDUCATION
Educational level:
High School Diploma
School:


Sulop National High School
Location:

Davao del Sur, Philippines
Date:


June 2000 – March 2004
SKILLS
· Telephone and Front Office Reception
· Records and Mentoring Team
· Meeting and Events Planning
· Filling and data entry
· Office Organization and Administration
· Computer literate
· Proficient in oral and written English
· Can work under pressure
LANGUAGES SPOKEN
· English & Filipino
TRAININGS / SEMINARS

· Available upon request.
REFERENCES
· Available upon request.
I hereby certify that the above information is true and correct to the best of my knowledge and belief.
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