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LIEZEL 

CAREER OBJECTIVES
· To be part of an institution where I can serve the best of my abilities and skills.
· To practice and to share my knowledge and skills in all facets of Faculty practitioner.

· To establish an efficient work performance and productivity as Faculty Staff Admin Staff
· To gain more knowledge and wisdom, and show hard work, honesty, and commitment to the Company rules and regulations.
KEY COMPETENCIES
· Self-motivated and able to work independently within a strong team oriented environment.
· Able to effectively manage multiple tasks and work within a deadline.
· Responsible in handling given task.
· Knowledgeable and familiar in Microsoft Office
EMPLOYMENT BACKGROUND
International School (Calamba), Inc.
Crossing, Calamba City, Laguna
Records Officer (Admin Staff)
May 2012 - present

· Composes routine correspondence for supervisor’s signature

· Maintains specialized records to include pupil cumulative records and requests same from former schools

·  May be responsible for registering and/or assisting with the registration of students  

·  Preparing student transcripts for transfer, maintaining and circulating Maryland Transfer

·  Forms and records student attendance  

·  Answers phones and answers those questions with the assigned scope of responsibility and 

·  refers other inquires to cognizant individuals

·  Ability to maintain confidentiality 

·  Assists in the registration of all incoming students by checking for required documentation, 
          requesting records  from other schools and maintaining records in cumulative folders.

·  Assists in the withdrawal of students by preparing required withdrawal forms, making copies of  

         necessary documentation from the cumulative folder required for registration in another school, and updating 
        the cumulative folder with pertinent information before filing in the withdrawal files

· Sends transcripts for current and former students as needed.
· Maintains the security of students’ records by ensuring they are locked and secured at the end of the work day.

Language skills

· Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals. 
· Ability to write routine reports and correspondence. Ability to communicate effectively with parents or employees 
         of organization.

Saint Benilde International School (Calamba), Inc.
Crossing, Calamba City, Laguna
Faculty Staff
May 2011 – June 2012
· Teaching Chemistry Subject
· Preparing plans, grading sheets, test questions, class records before and after class;
· Preparing some Records matter
WalterMart Supermarket 
Sun Star Mall, Sta. Cruz, Laguna
CSR (Customer Service Representative)
July 2004 – December 2004
· Supermarket customer service assistants help to create a better experience for customers by providing assistance and information.
· Listen and respond to customers’ needs and concerns
· Provide information about products and services
· Take orders, determine charges, and oversee billing or payments
· Review or make changes to customer accounts
· Handle returns or complaints
· Record details of customer contacts and actions taken
· Refer customers to supervisors, managers, or others who can help
Makiling Depot
Show Room Assistant
April 2007- March 2009

· Display showroom products and merchandize in a pleasing and attractive manner. 
· Answer and respond to customer inquiries on showroom products. 
· Demonstrate showroom products to the customers to hard sell.
· Assist customers in locating their products.
·  Haul and cartwheel customer products to the car parking lot.
· Maintain and manage showroom premises neat and clean. 
· Follow and implement schedule of opening and closing of showroom.
· Assist and coordinate with other showroom staff and assistants.
· Assist showroom management in their administrative tasks.
Liceo de Calauan
Calauan, Laguna
Faculty Staff
July 2003-May 2004
· Teaching General Science, Chemistry and Physics ( First year, Third year and Fourth year Level)
· Fourth Year level; (Adviser in Fourth Year)
Lianas Supermarket
San Pablo City, Laguna
Counter Cashier
April 2003-July 2003
· Itemizes and totals purchases by recording prices, departments, taxable and nontaxable items; operating a cash register.
· Enters price changes by referring to price sheets and special sale bulletins.

· Collects payments by accepting cash, check, or charge payments from customers; making change for cash customers.

· Verifies credit acceptance by reviewing and recording driver's license number; operating credit card authorization system.

· Balances cash drawer by counting cash at beginning and end of work shift.

· Provides pricing information by answering questions.

· Maintains checkout operations by following policies and procedures; reporting needed changes.

· Maintains safe and clean working environment by complying with procedures, rules, and regulations.

· Contributes to team effort by accomplishing related results as needed.

EDUCATION

Bachelor of Secondary Education
Laguna State Polytechnic College – San Pablo City, Laguna






March 2003 – Tertiary Level
          





San Pablo City National High School – San Pablo City, Laguna
April 1997 – Secondary Level 

Santiago 1 Elementary School – Brgy. Santiago 1, San Pablo City , Laguna

March 1993 – Primary Level
POSITIONS / APPOINTMENTS HELD

· LSPU – Honor Society Member
· School Newspaper writer
TRAININGS

· LIS and Senior High School Seminar
· Customer Service Training
PERSONAL INFORMATION

· Birthday

:
August 3, 1982
· Birth Place

:
Cabuyao City, Laguna
·  Religion

:
Roman Catholic
· Height 
               :
5’1”
I hereby certify that the above information is true and correct to the best of my knowledge.
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