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ZAKIRAH  
Email Address: zakirah.334082@2freemail.com 
DESIRED POSITION: RECEPTIONIST/SECRETARY
CAREER OBJECTIVE
Seeking a position as an assistant, secretary or a receptionist where my strong organizational skills will contribute to company success.
PROFESSIONAL SUMMARY

Self-motivated and dependable individual with 2 years progressive experience working as a receptionist in educational setting. Excelled in the role of frontline receptionist handling multiple functions including customer queries, administrative tasks and information monitoring. Enjoyed meeting the challenges of a high stress work environment and successfully maintained an efficient and effective reception service. Ability in assisting the smooth functioning of the office by providing secretarial and administrative support.  Anxious to apply exceptional organizational and communication skills to act as a positive face of the company.

KEY SKILLS
· Excellent interpersonal skills.

· Excellent planning, organizational and negotiation strengths.

· Excellent english communication skills in written and verbal both.

· Ability to lead, reach consensus, establish goals and attain results.

· Positive attitude and disciplined work ethic

· Excellent time management skills and the ability to prioritize work

· Attention to detail and problem solving skills

· Strong organizational skills with the ability to multi-task

AREAS OF EXPERTISE

	Office management
	Supervising
	Organisational skills

	Reception skills
	Administrative skills
	Phone Etiquette

	Filing systems
	Report writing
	Computer Skills

	Event Coordination
	Customer Service
	Calendar Management

	Inventory and Supply Management
	Purchasing and liquidating
	Laboratory and Scientific Skills


WORK EXPERIENCE

Lab Assistant/Receptionist
RC-Al Khwarizmi International College Foundation, Inc.Basak Malutlut, Marawi City, Lanao del Sur, Philippines
Oct. 2014-2016
Carrying out all clerical support duties including: photocopying, typing, filing, post, telephone answering etc.
Duties and Responsibilities
· Answer and screen incoming calls
· Handle and redirect customer queries
· Take and distribute messages
· Manage all visitors
· Organize incoming and outgoing mail
· Coordinate meetings and appointments
· Assist with organization of institution functions and events
· Prepare letters and documents
· Utilize MS Office fully in daily tasks and responsibilities
· Set up and maintain accurate data management systems
· Research and retrieve information 
· Maintain a professional reception area
· Handled cashiering tasks
· Maintaining the Laboratory equipment & chemicals .
· Assist in researches conducted by the faculties and students
· Liquidation and requisition form of Chemicals and Apparatus.
· Handles clinical specimens and prepare reagents
· Performs any other related tasks that may be assigned by the Coordinator
College Instructor/Academician
RC-Al Khwarizmi International College Foundation, Inc.
Basak Malutlut, Marawi City, Lanao del Sur, Philippines
Oct. 2014-2016
Duties and Responsibilities

· Teaching a level of science that is appropriate to the maturity of the students.

· Guiding students to design experiments that will test known scientific theories.

· Challenging all students to do better and learn more about science and nature.

· Teaching pupils how to properly use, care, and handle scientific testing equipment.

· Teaching students about the role of science in economics and society as a whole. 

· Promoting student interaction though dialogue and instructional conversation.

· Creating a positive classroom atmosphere that is inclusive and encourages study.

· Teaching students how to think scientifically by making lessons fun and interactive.

· Explaining the basic concepts of science and getting scientific discussions going.

Posing problems or questions to students and then asking them to come up with 

· answers.

RESEARCH EXPERIENCE

Masteral Project Researcher

MSU- Mamitua Saber Research Center

Under the supervision of Dr. Fema Abamo.

(Funded by National Research Council of the Philippines)

Marawi City, Lanao del Sur, Philippines

June 2016-December 2016

Duties and Responsibilities

· Rendered participated in the conduct of the ciliates identification and classification

· Characterized the identified ciliates up to the genus level 

· Microscopic viewing of ciliates to characterize and identify them.

· Conduct literature reviews

· Collect and analyze data, and summarize project results

· Maintain accurate records of results, safeguarding the confidentiality of subjects, as necessary

· Maintaining records on research completion

· Attend project meetings

· Attend area seminars and other meetings as necessary

· Prepare other articles, reports, and presentations

EDUCATIONAL BACKGROUND

Master of Science (18 units) - Biology, 2015-2016

College of Graduate School

Mindanao State University-Main Campus

Marawi City, Philippines

Bachelor of Science - Biology, April 2014

Department of Biology

College of Natural Sciences and Mathematics

Mindanao State University-Main Campus

Marawi City, Philippines

ELIGIBILITY

Licensure Examination for Teachers (Secondary Education) Major in Biology. Rating: 81.80%

	AFFILIATIONS

	Organization Name
	Institution
	Position

	MSU-ILS Alumni Association
	Mindanao State University, Marawi City
	Member

	Lanao del Norte Students Association
	Mindanao State University, Marawi City
	Member

	CNSM-Performing Arts League
	Mindanao State University, Marawi City
	Member

	MSU Alumni Association
	Mindanao State University, Marawi City
	Member

	Ranao Council, Inc.
	Mindanao State University, Marawi City
	Member

	Young Muslim Scientist Association
	Mindanao State University, Marawi City
	Member


TRAININGS AND SEMINARS 
· 21st Mindanao Convention of thr Philippines society for Microbiology-Mindanao Chapter with a theme "Microbiology: Advancing its Role in Industries, Environment and Medicine" held at Prism, MSU-IIT, Iligan City on November 24-25, 2016.

· GRRADUATE SCHOOL ORIENTATION-SEMINAR. Theme: “Leveraging the Graduate School towards Academic Excellence in 2020”, IPDM, MSU, Marawi City. October 9, 2015

· English Training Seminar, Cali Paramedical College, Marawi  City,  Lanao del Sur, April 2009.

· Seminar for Teachers of Higher Education “Diversified Dynamics for Contemporary English across Curriculum”, GEM Multimedia Resource Center, Moncado Kadingilan, Marawi City, April 2009.

· PGMA NC II (Hairdressing) Training for Work Scholarship Certificate by TESDA, Marawi City. 2009.

· Science Seminar “CNSM Call for Environmental Awareness Curbing Natural Calamities”, SLH, MSU-Main Campus, Marawi City, February 2012.

· Seminar on Taxation, Land Reform and Cooperative, Macarambon Hall, MSU, Marawi City, July 2012.

· Preserving Moro Culture throughout Integration and Speaking Engagement. Shariah Center, KFCIAAS, MSU Main Campus, Marawi City. October 2, 2014.

· 2015 CNSM ANNUAL SCIENCE SEMINAR, CNSM Science Lecture Hall, MSU, Marawi City, 16 February 2015.

· Seminar on “Effective Teaching Methods, Strategies, and Classroom Management”.RC-AKICFI, Annex Building, 19 March 2015.

· Seminar on Language, Culture, and Education. “The Convergence of Language and Culture: K-12 AIM”. Science Lecture Hall, MSU, Marawi City, 5 December 2015.

EXTRA-CURRICULAR ACTIVITIES

· 2013 University Dance Festival, Ethnic Dance, MSU-Main Campus, Marawi City, November 2012-2013.

· Cadet Officer Leadership Training Class 10-2008, MSU-ILS, Marawi City, May 2008.

PERSONAL INFORMATION
Date of birth: March 10, 1992(Age:24)

Country: Philippines

Citizenship: Filipino-Muslim

Religion: Islam 

Tribe: Muslim Meranao 

Status: Single

CERTIFICATION

I hereby declare that the above-mentioned information herein provided is correct up to my knowledge and I bear the responsibility for the correctness of the above-mentioned particulars

