JEQUILOU PAO PORTACION
CAREER OBJECTIVE:

Seeking a suitable position in an establishment that provides an environment conductive to enjoy working and which utilizes my knowledge diversified exposure, capabilities and skills towards achievements of establishment mission and objectives through continuous learning and development.
QUALIFICATION:
 
A graduate of Associate in Tourism at University of San Jose Recoletos Cebu and Bachelor of Elementary Education at Medina Foundation College with good scholastic records have pleasing personality and can work with minimum supervision, a fast learner, dependable and reliable person, can relate with others with less difficulty and good moral character
SKILLS:

· Good communication skills ---verbal and written.
· Computer literacy: computer operation related software and office equipments, MS office(word, excel, outlook) scanners and printers
· Ability to communicate care information with others effectively, in a manner consistent with the essential job functions.

· Goal-oriented and hardworking.

· Coordination and organizational abilities.

· Ability to handle multi-tasks at a time and work under pressure.

WORK HISTORY:

Company: 

Address: Philippines
Date: Dec 2014 - Present
Alterative Learning System Implementers Duties and Responsibilities:
Date: Feb 11, 2014 - Dec 2014
Classroom Permanent Teacher Duties and Responsibilities:

· Acknowledge, facilitate, monitor learners and evaluates learner progress.

· Counsels and guides learners.
· Maintains daily routine (classroom management, cleanliness and physical atmosphere)

· Maintains harmonious relationship with fellow teachers and other personnel as well as parents and other stakeholder.

· Does other related works.
Company: Barangay Treasurer
Address: Barangay Poblacion 

               Sapang Dalaga,Misamis Occidental

Date: May 2012 – Jan 2014
· Render written and accounting report of all barangay funds and property.
· Collect and issue official receipts of taxes, fees, contributions, monies, and materials.
· Good in handling cash/check and cash/check related transaction.
· Perform other duties and functions as may be prescribed by the law.

Company: Tinder Box
Address: Cross Road 

               Banilad ,Cebu City

Date: June 11, 2006 – may 2007
Receptionist/Cashier/Service Crew Duties and Responsibilities:

· Acknowledge and greet each customer.
· Create and welcoming environment and high quality standard of service to the customer which reflect a good image to the company.
· Counting and checking of the daily cash float given by the superior, checking the availability of change.

· Contribute positively to the business to gain profit through consistent suggestive selling.

· Give the highest customer service at all times.

PERSONAL INFORMATION:

Date of Birth:
18th January 1987
Nationality:

Filipino

Education:




Associate in Tourism







University of San Jose Recoletos







Cebu, City Philippines (March 2007)

Bachelor of Elementary Education





Medina Foundation College
Sapang Dalaga, Misamis Occidental, Philippines (March 2012)
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