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AILEEN 

Email Address: alleen.342493@2freemail.com 
	CAREER OBJECTIVE


                                                                                                                                                                            To build career in a growing organization, where I can get the opportunities to prove my abilities by accepting challenges, fulfilling the organizational goal and climb the career ladder through continuous learning and commitment.   

	POSITION DESIRED


Classroom Teacher, Assistant Teacher, Administrative Secretary, Payroll Officer, Assistant Purchaser.
	PROFESSIONAL ELIGIBILITY AND QUALIFICATION


·   Graduate of Bachelor of Secondary Education major in Biology at Cavite State University Indang, Cavite.
·     6 years experience as Preschool Teacher and earned “Outstanding   Teacher” three times in six years.    

·    Commended for loyalty and diligence in completing three terms of employment contract, invaluable service and contribution in the fulfillment of the institution’s vision and mission. 
·   Exhibits strong interpersonal and communication skills.
·   Able to manage a class of unruly children, enthusiasm, possess a deep passion and determination to educate children, flexible worker and creative.

· Having patience and self-control when dealing with young children and their parents.    

·    Ability to organize, prioritize and work under extreme work pressure, heavy work load and deadlines.
·    Open to new ideas in teaching methods, and conduct thorough instructional planning and organizing.
·    Understands diverse cultural environment of individual children.    
·    Caring, friendly, approachable, responsible and able to maintain  confidentiality at all times                 
·    Skills: Computer literacy in Microsoft Words, Microsoft Excel and Microsoft PowerPoint.
·    Willingness to participate in other development and training opportunities.          
	PROFESSIONAL  EXPERIENCE


Preschool Teacher                                                     December 11, 2009- April 1, 2016

Philippine International School-Qatar (PISQ)

P.O. Box 9875

Ain Khalid 

Doha, Qatar  

Job Function:  Responsible in imparting knowledge to students and by setting up goals in which students can and will learn effectively.
Duties:                                                                                                                                                          
·    Plans, prepares and delivers lesson to all students in the class.

·    Uses a variety of Montessori materials and resources for children to explore and manipulate, both in learning activities and in imaginative play.    
·    Establish policies and routines for inside and outside the classroom and provides positive guidance.

·    Updates the classroom bulletin boards with children’s artwork.    
·    Prepares report cards, records and other documents on time.

·    Confers with other staff members to plan and schedule lessons promoting learning, following approved curricula.
·    Administers tests and assessments to help determine children's developmental levels, needs, and potential.
·    Teaches proper habits and personal hygiene. 
·    Plans and supervise class projects, field trips, visits by guests, and guide students in learning from those activities.    

·    Maintains a well-organized, prepared and safe classroom environment conducive to the growth and development of children.

·   Meet with parents and guardians to discuss their children's progress and needs, suggest various activities for improvement. 

·   Stimulates a positive relationship with each child for the development of self-esteem and self-discipline.

·    Does other duties as required or assigned by the Level Head from time to time.

Payroll Officer                                                              June 2008 – August 2009
MMA Competent Manpower and                                   

General Services Incorporated


A. Soriano Highway

Tanza, Cavite
Payroll Officer/Assistant Purchaser                            May 2005 – June 2007                                                                          New C.T. Pack Corporation                                             

Welbourne Industrial Park

Carmona, Cavite
Payroll Officer                                                               May 2004 – April 2005                                                                                              Carmona Fullforce Manpower Corporation

 Welbourne Industrial Park

Carmona, Cavite 

                                                                                                                                                                                  Job Function:  Calculates and distributes payroll to employees.
Duties:       

· Gets detailed contact information from employees.
· Encodes employee’s time worked, overtime and include deductions, such as Social Security payments, PhilHealth and income tax.

· Enters new hires into the payroll system.   
· Maintains and protect payroll operations by keeping information confidential.

· Responds to payroll inquiries and concerns from employees.

· Obtains purchased items by forwarding orders to suppliers; monitoring and expediting orders.

· Verifies receipt of items by comparing items received to items ordered; resolves shipments in error with suppliers.

Elementary Teacher                                                    June 2003 - April 2004
Seven Seas Academy

Rosal St., Cherryhomes Subdivision

Mambog I, Bacoor, Cavite   

Job Function:  To plan, organize and implement an appropriate instructional program in a learning environment that guides and encourages students to develop and fulfill their academic potential.  
Duties:                

·   Prepares detailed lesson plan for each subject.

·   Takes daily attendance and teaches students proper behavior.

·   Maintains discipline amongst students, and make sure that they dress properly.
·   Administer and grade tests and assignments in order to evaluate students' progress.                                                                                                                   
·    Uses a variety of classroom strategies: lecture, group discussion, inquiry, and discovery. 
	MEMBERSHIP IN PROFESSIONAL SOCIETIES


·    Association of Filipino Educators-Qatar   ( 2014 - 2016 )

· PFASA PISQ Filipino Association                                                                                                                                                  P.R.O.   ( 2013-2014 )

Assistant Treasurer (2011-2012)
	TRAININGS AND SEMINARS ATTENTED


·    Curriculum Mapping, Teaching for Understanding       July 2015
               And Standard
                  Philippine International School – Qatar                       
· Adopting K to 12 Curriculum                                            June 2013

Philippine International School – Qatar
·   Learning  Outcomes                                                         June 2013

Philippine International School - Qatar

·  Constructivism                                                                   August 2013

Philippine International School – Qatar    
	PERSONAL INFORMATION


           Age                                    :                     35

            Date of Birth                      :                     June 29, 1981

            Marital Status                    :                     Married
            Nationality                         :                     Filipino

            Height                                :                     145 cm


            Weight                               :                     46 kg

            Religion                              :                     Roman Catholic

