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Francis
Current Location: Dubai, UAE


Email Add: francis.333507@2freemail.com 

Visa Status: Visitor’s Visa
Availability: I can start for work as soon as possible.
A highly driven individual with outstanding personality, good interpersonal with exceptional organizational skills and the ability to work in a multi-national team environment. Excellent in communication with good knowledge of English, Filipino and Basic Chinese language.
	

	PERSONAL DATA
Age: 
31
Date of Birth: 
03 Dec 1985
Gender: 
Male
Civil Status: 
Single
Height: 
173 cm
Weight: 
62 kg
Nationality: 
Filipino
WORK EXPERIENCES
1.

Position: 

Receptionist/Administrative Assistant
Duration: 

March 2015 – Nov 2016   
Company: 

On Stage School for the Arts
Company Industry: 

Education & Training Services

Location 

Angeles City, Philippines
Department: 

Administration
Job Description: 

· Serve students and visitors by greeting, welcoming, directing and announcing them appropriately.
· Answer, screen and forward any incoming phone calls while providing basic information when needed. Update appointment calendars, students and teachers schedule, meetings/appointments.
· Undertaking daily administrative tasks to ensure the functionality and coordination of the daily activities in school.
2.
Position: 
Foreign English Teacher
Duration: 
Jan 2013 – Jan 2015
Company: 
Oriental All Thinking International Education
Company Industry: 
Education & Training Services
Location 
Hebei, P. R. China
Department: 
Teaching
Job Description: 
· Taught language, vocabulary and proper conversational English to Chinese students ranging from different levels and age.
· Organized, supervised and created recreational activities to promote physical, mental, and social development.
· Ensured that the students are actively engaged in meaningful learning experiences.
3.
Position: 
Foreign English Instructor
Duration: 
Dec 2008 - Dec 2012 
Company: 
Taiyuan Institute Of Technology
Company Industry: 
Education & Training Services
Location 
Taiyuan, P. R. China
Department: 
Teaching
Job Description: 
· Taught college students in particular subjects such as Oral English and Business English.
· Implemented instructional activities. Identified, selected and modified resources to meet varied needs.
· Collaborated with peers to enhance the instructional environment.
4.
Position: 
Foreign English Teacher
Duration: 
Dec 2007 - Apr 2008 
Company: 
Yin He Middle School
Company Industry: 
Education & Training Services
Location 
Tangshan, P. R. China
Department: 
Teaching
Job Description: 
· Taught English subject to primary and high school students and Mongolian national students aged 12 – 18 under Foreign Students Program.
·  Organized extra-curricular projects like English corners and sports activities.
5.
Position: 
Foreign English Teacher
Duration: 
Sep 2007 - Nov 2007 
Company: 
Lincang No. 1 Middle School
Company Industry: 
Education & Training Services
Location 
Lincang, P. R. China
Department: 
Teaching
Job Description: 
· Taught Oral English subject to high school students.
· Organized English corners and other activities. Performed other duties as assigned by the headmaster.
6.
Position: 
Foreign ESL Teacher
Duration: 
Jun 2007 - Sep 2007 
Company: 
Owen Foreign Language School
Company Industry: 
Education & Training Services
Location 
Chongqing, P. R. China
Department: 
Teaching
Job Description: 
· Taught written and conversational English as a second language to various students' age and knowledge levels.
· Assumed responsibility for meeting course and school-wide student performance.
7.
Position: 
Personality Development Coach
Duration: 
Aug 2006 - Nov 2006 
Company: 
Systems Plus College Foundation
Company Industry: 
Education & Training Services
Location 
Angeles City, Philippines
Department: 
Teaching
Job Description: 
· Taught Personality Development and Public Relations as a module course to Caregiving Students.
· Designed and developed class and teaching materials.
8.
Position: 
English Language Teacher For Korean Students
Duration: 
Jul 2003 - Feb 2006 
Company: 
Systems Plus College Foundation
Company Industry: 
Education & Training Services
Location 
Angeles City, Philippines
Department: 
Teaching
Job Description: 
· Taught the English language to Korean national children in activities designed to promote social, physical and intellectual growth.
·  Provided students and parents/guardians with ongoing assessment and feedback on their progress.
EDUCATION
 
Highest Education
Education Level: 
Bachelor's / College Degree
Education Field: 
Business Studies/Administration/Management
Course: 
Bachelor of Science in Office Administration (with Honors)
School/University: 
Systems Plus College Foundation
Location: 
Angeles City, Philippines
Date: 
Jun 2002 - Mar 2006



