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CAREER OBJECTIVE:

Teaching and administration dealing with office management and secretarial Services to work in a professional environment, seeking a responsible and challenging opportunity with a growth – oriented company where my Skills, talents and knowledge will enhance, fully develop significantly contribute to the growth of the organization and will also give personal job satisfaction.

QUALIFICATIONS:




· Fluency in written and spoken English 

· Highly develop interpersonal and communication skills

· Target-oriented, highly motivated 

· Flexible and hardworking

· Ability to work under pressure 

· Team Player

· Customer-Satisfaction Oriented

· Oracle Code Knowledge

· Valid International Driver License

Achievements : Professional Regulation Commission (PRC)


Licensure Examinations for Teachers (Elementary) – Aug. 9, 1999


WORK EXPERIENCE:
June 1, 2002 – Aug. 11, 2008               
TEACHER III/ PLANNING ADMINISTRATOR 






     
Lupon West Dist., 

    
Lupon,Davao Oriental

Job Description

· Provides admin / secretarial support to the management.

· Makes and keeps the salary data of employees.

· Releases the salary of employees.

· Receives incoming calls both international and local, seeks to resolve queries, and communications messages in a timely accurate manner.

· Receives, distributes and records all incoming and outgoing correspondences, faxes, facsimile, and mails.

· Responsible for the preparation of Request for Certifications, Quotations, Memorandums, Circular, Material Submittals, Request for Information and other internal documentation. 

· Take down notes, letters, and correspondence from immediate boss.

· Makes appointments and manages the appointment diary for District Supervisor as needed.
· Maintenance of files, and handled confidential data with utmost discretion and preparation of daily MIS reports.
· Accommodating visitors.
· Teaching and handling classroom setting.
· Managing classroom atmosphere.
· Assessing students' academic records. 
· Reporting to School principal and District Supervisor.
Jan 22,  2002 - March 30, 2002       

ASS. GUIDANCE COUNCILOR
                                                            
Lupon West Dist.







Lupon Davao Oriental

Job Description

· Conduct trainings and seminars to teachers with non-reader pupils.

· Prepare monthly/yearly plan and programs.

· Doing research, reports, organizing weekly and monthly plans.

· Keeping files safe and secure.

· Reporting to head supervisor.

· Perform outreach program in developing the academic performance of pupils.


June 1, 1999-March 30, 2000         

COMPUTER TEACHER/ P.E TEACHER






PHGS-Holy Cross of Davao College

Job Description:

· Assessing the pupils on how to manipulate the simple operation of computer.

· Teaching the elementary pupils on how to do the basic programming of computer.

· Computer maintenance that monitors good atmosphere inside the laboratory

· Cleaning up/fixing all malfunctions computer units.

· Reporting to head laboratory in charge from time to time if needed for some repairs.

April 1, 1999-May 31, 1999


ADMIN ASSISTANT / SECRETARY






Audio Visual/ School Library 






            Holy Cross of Davao College

Job Description:

· Take down notes all the incoming and outgoing audio and visual equipments.
· Making reservations of the audio visual center.

· Making the physical inventory of the equipments daily and monthly.
EDUCATIONAL BACKGROUND:

1991- 1999 


BACHELOR OF ELEMENTARY EDUCATION
Holy Cross of Davao College





Sta. Ana Ave., Davao City, Philippines 
2001-2003                        MASTER IN EDUCATION
Major: Supervision and Administration

Tagum University of Mindanao

Tagum City 
SEMINARS/ TRAININGS ATTENDED:

November 20-22, 2006

Philippine English Reading Program Training Sem.

November 23-25, 2006

Communication Skills in English

May 3-5, 2007



Philippine-Australia/ Basic Ed. Assistance for Mindanao
PERSONAL DETAILS:
















Date of Birth
:
June 21, 1978
Birthplace
:
Davao Oriental, Philippines
Nationality
:
Filipino

Expiration
:
October 16, 2008[image: image1.png]



