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PROFESSIONAL SUMMARY

A strong leader with proven ability to manage a team of diverse members. Able to prioritize, delegate tasks, and make sound decisions quickly while maintaining a focus on the bottom line. A self-motivated and well-organized professional with over 6 years experience in providing thorough and skillful administrative support to area and division managers, and government officials. More than three years experience in management, training, team building and motivation,and planning. Three years experience in event organizing, stage management and theatre production work. More than five years experience as Singing Coach for stage performances, and four solid years of freelance Drama teaching. A strong former member of a dynamic sales team for more than two years with a substantial retail client base 
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EXPERIENCE



October 2013 to May 2016
Counter Manager
Lead by example, efficiently managed, consistently developed and equally promoted the members of the Laura Mercier team. Specializedin skincare and makeup artistry, and effectively mastered application skills through constant practice and regular training. Strictly adhered to the brand’s standards and image, and ensured the team obeyed such rules. Regularly set up sessions for coaching to enhance makeup skills and product knowledge in an enthusiastic approach. Regularly updated weekly in-store activity plans to increase sales. Formulated weekly and monthly report feedbacks. Directly took charge of Stock Loss issues and Staff issues. 
Key Contributions:

· Annual Growth in Sales. Since my take over in July 2015 as the new Counter Manager, my team has surpassed the previous year’s target by a growth of 126%. Every month, the team successfully exceeded the agreed sales target between 100% and 130% through teamwork and dedication
· Coaching. Five staff moved up from their positions as Cashiers to Beauty Consultants through supervision and coaching both in product knowledge and makeup application 

· Customer Relationship. In my almost 3 years with Laura Mercier, I have maintained an exceptional relationship with my clients because of my sincerity, politeness, humbleness, and above all, my excellent service to them
Mindanao State University – Iligan Institute of Technology, Philippines


May 2008 to July 2013
Culture and Arts Officer
The Cultural Development Office of the Mindanao State University conducts cultural shows and events aimed to expose students and the community at large to develop art appreciation; CDO provides capability building programs for its Resident Cultural Groups – Dance Society, Choir, Musical Pop Band, Dance Theatre, Stage Drama and Visual Arts – and art practitioners such as theatre arts workshops, theatre technical workshops (lights, sounds, production management, videography, theatre set designing, writing workshops, etc.); CDO offers yearly summer classes in music and arts.

Administration:

As the direct Assistant to the Community Development Director, one of the responsibilities was to arrange venues for events that were conducted and headed by the office. Sufficiently drafted and wrote official communications for final transmittal, as well as proofread and edited communication reports prepared by subordinates, and reverted back to improve efficiency. Consistently monitored directed task of subordinates and productively managed the order of current office files. Successfully oriented and trained the new administration assistant in my replacement, including turn-over of key responsibilities
Culture and Arts (Events):

Musical arranger, lead vocalist and performer for the Institute Pop Music Band, The Echoes. Co-directed major productions such as Advocacy concerts and Cultural events. Aided in program designing and stage management for major productions and collaborations. Script Writer for both major and minor productions such as Advocacy concerts, Cultural events, and the Summer Music Tutorials Recital program
Training and Development:
Specialized in the following: singing techniques, breathing techniques and exercises, diction and pronunciation, vocal health and the art of singing. Vocal Trainer for the Institute music group, The Echoes

Planning:

Designed and updated the lesson plans for the Voice Tutorials (Summer Program). Designed the program for Drama and Movements Workshop. Workshop Facilitator.  Musical Score co-arranger. 
Key Contributions:

· A massive improvement in each of the studentswas seen in their musical skills after thorough training and coaching, and extensive workshops
· Successfully directed a musical event with 100 performers, watched by over 3,000 viewers
· Successfullymaintained good business relations with educational institutions, non-government organizations, and private corporations for future collaborations and sponsorships
· Contributed to the success of the office administration by giving comprehensive training to subordinates 
Office of the Undersecretary for Muslim Relations, Department of Education (DepEd), Philippines        Nov 2005 to Sept 2007
Personal Assistant cum Project Development Officer







The Department of Education (DepEd) formulates, implements, and coordinates policies, plans, programs and projects in the areas of formal and non-formal basic education. It supervises all elementary and secondary education institutions, including alternative learning systems, both public and private; and provides for the establishment and maintenance of a complete, adequate, and integrated system of basic education relevant to the goals of national development.
Proven strong ability to maintain confidentiality. Effectively performed general office duties such as filing, answering telephones, operating fax and photocopy machines, and handling routine correspondence. Accurately managed the schedule of activities of the Undersecretary, including accomplishing personal errands for the Undersecretary. Efficiently and precisely arranged and coordinated meetings for the Undersecretary and his foreign clients. Arranged and booked flights and hotel reservations for the Undersecretary and his delegation with promptness.Actively attended to the needs of foreign clients and guests. Commendably attended conferences and seminars in other regions including out-of-town meetings on behalf of the Undersecretary. Effectively assisted in the quarterly meetings of the Madrasah coordinators and facilitators. Successfully conducted ocular inspections in public and private Madrasah institutions in the country.
Key Contribution:
· Spearheaded the ocular inspections of most of the Madrasah institutions in some rural regions in the country to provide them accreditation from the Commission on Higher Education, which have proven to be a successful project, thus marked a significant beginning for the Islamic Education in Mindanao, Philippines
	


FREELANCE PROFESSION
Star Plus Learning and Development Center, Cagayan de Oro City, Philippines

Summers 2010 – 2013
DRAMA TEACHER
Annually, the Star Plus employs freelance arts instructors for their summer programs. One of the programs is The Drama. The participants range from 2 years to 25 years and above. The main responsibility of the Drama Teacher is to groom his students to become disciplined individuals, learn the ability to collaborate with a team, and most importantly, have self-control and self-confidence.The teacher’s goal is to see progress in each of his students as per his design of creativeness. 
Proven dedication and personable professionalism. Successfully and efficiently designed Lesson Plans by age level, content and type. Consistently motivated students (all ages) to participate and engage in every activity (Acting, Singing and Movements, Reading, Writing). Actively conducted weekly workshops by type and content to identify progress. Regularly conducted one-on-one evaluation and coaching to lead students to their goals. Wrote plays and narrated through audio recording if necessary. Successfully directed plays, including casting and blocking. Professionally coordinated with the stage production, including costumes, props and sets. Co-managed stage, lights and sound, and assigned backstage assistants.
Key Contributions:

· Most of the pupils who attended my Drama Class academically excelled; some of them became active leaders and members of school organizations

· One of the main characters of most of the plays I have co-produced and directed is now a child actor, regularly and actively appearing in Philippine melodrama movies and short films
· Contributed to the commercial and profitable success of Star Plus through the implementation of the Drama Class program
	


EDUCATION
Bachelor of Arts Major in English (2003)
Mindanao State University – Iligan Institute of Technology

Iligan City, Northern Mindanao, Philippines

COMPUTER SKILLS

(  Microsoft Office ( Microsoft Excel ( Microsoft PowerPoint
[image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!




ANA


CV No: 1730580


� HYPERLINK "http://www.gulfjobseeker.com/feedback/submit_fb_em.php" ��Click to send CV No & get contact details of candidate�


 �








