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Joan                                                        
P E R S O N A L  D A T A

Email:  -Joan.339550@2freemail.com 
E D U C A T I O N  & E L I G I B I L I T Y

· Mindanao State University-Iligan Institute of Technology (Iligan City), June 1997-March 2002, Bachelor of Science in Biology.

· La Salle Academy (Iligan City), June 1987-March 1997, Elementary and Secondary Education.

· Civil Service Eligible 

W O R K  E X P E R I E N C E

Executive Secretary
COMMISSION ON HUMAN RIGHTS
Directly reporting to the Commissioner.

· Provides administrative and clerical support to the Commissioner

· Determines matters of top priority and handle accordingly

· Review incoming and outgoing documents for the Commissioner

· Prepares and types memoranda, letters and documents assigned by the Commissioner

· Prepares confidential and sensitive documents

· Prepares agenda for meetings, takes and transcribes dictation

· Organize the Commissioner’s schedule inside and outside the agency

· Relay directives, instructions and assignments to executives

· Schedules appointments and client calls for the Commissioner.

· Schedule meetings and arrange venues

· Manage travel arrangements including the preparation and liquidation of all travel documents and vouchers of the Commissioner.
· Do some HR administrative duties 
· Helps prepare office budget

· Receives and relays telephone messages

· Maintains hard copy and electronic filing system
· Plans events and volunteer activities

· Coordinates office management activities
· Perform other duties assigned by the Commissioner
Information Officer II

COMMISSION ON HUMAN RIGHTS

Directly Reporting to the Director

· Works in a team in the assessment of Human Rights level of awareness in the academe nationwide

· Participates in the design of modules in HRE and assists in the writing workshops conducted by the division

· Participates in the orientation of  students from different Colleges and Universities on Human Rights  

· Works with foreign agencies like AECID (Spanish Embassy) in the establishment of Centers for Human Rights Education in the academe nationwide

· Conceptualization of business letters, project papers and other related documents pertinent to the project of the division

· Undertakes research HR materials for trainings to be conducted

· Liaisons/coordinates with concerned agencies

· Documentation of minutes of meetings

· Acts as events coordinator for projects on HRE

· Processes vouchers, liquidation reports and other financial documents

· Prepares travel documents

· Takes charge of other administrative matters
Store Manager
WOOD U LIKE ARCHITECTURAL PRODUCTS 
· Maintains store staff by recruiting, selecting, orienting, and training employees.

· Maintains store staff job results by coaching, counseling, and disciplining employees; planning, monitoring, and appraising job results.
· Identifies current and future customer requirements by establishing rapport with potential and actual customers and other persons in a position to understand service requirements.

· Ensures availability of merchandise and services by approving contracts; maintaining inventories.

· Formulates pricing policies by reviewing merchandising activities; determining additional needed sales promotion; authorizing clearance sales; studying trends.

· Markets merchandise by studying advertising, sales promotion, and display plans
· Secures merchandise by implementing security systems and measures.

· Protects employees and customers by providing a safe and clean store environment.

· Maintains the stability and reputation of the store by complying with legal requirements.
· Maintains professional and technical knowledge by attending educational workshops; reviewing professional publications; establishing personal networks; participating in professional societies.
· Contributes to team effort by accomplishing related results as needed.
Part-time Job
Business Associate

USANA HEALTH SCIENCES

· Selling and marketing of highest rated supplements

· Training new associates

· Building networks

Internship/Practicum

Laboratory Technician
COLLEGE OF SCIENCE AND MATHEMATICS, MSU-IIT

· Conduct laboratory based investigations within biological, chemical areas

· Carry out sampling, testing, recording and analyzing results

· Prepares different laboratory equipment including its sterilization prior to use
· Testing anti-fungal and anti-bacterial properties of some plants in different fungal and bacterial strains

Other Exposures

· Participant to different Conventions on Financial Literacy

· Participant to USANA Product Trainings, Prospecting and Marketing Seminars

· Part of the Organizing Team of the 2nd National Educators’ Congress on Human Rights Education, DAP, Tagaytay City

· Human Rights Day Celebration, Malacañan Palace.

· Presidentiables’ Forum, Intercontinental Hotel, Makati.

· International Humanitarian Law Summit, SEAMEO-Innotech, Quezon City.

· Participant to the International Youth Day, PICC.

· Part of the organizing team of the 1st National Educators’ Congress on Human Rights Education, Philippine International Convention Center, Pasay.

· One of the representatives to the seminar on Internally Displaced Persons (IDP’s), Tacloban City.

· One of the Representatives of the Commissioner’s office to a Seminar on Enforced Disappearance, Regallia Suites, Cubao, Quezon City.

· One of the Representatives of the Commissioner’s office to a Seminar on RBA (Rights Based Approach to Governance and Development), NIA, Quezon City.

· One of the Representatives of the Commissioner’s office to attend the 10 to 10 Governance Festival, Malacañang Palace.

S K I L L S

· Proficient in English as a second language.

· Proficient in Microsoft Office applications (Word, Excel, & Power Point).

· Trained in Sales, Marketing and Networking. 
· Trained in Human Rights Education, Commission on Human Rights.

· Excellent leadership skills

· Good driving skills, Philippines Driving License
· Trained in Life, Character and Truth, The Church in Malabon, Malabon City
R E F E R E N C E S

Available upon request

                                                                                                                                                                                             


