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Winda 
 E-mail Address: winda.353887@2freemail.com 
Visa Status: Tourist 
Objective:  To obtain a position that will enable me to effectively utilize my skills and capabilities to make a positive contribution to the organization that will lead to lasting relationship.
Qualifications:  Hardworking, able to work well even under pressure, patient, flexible. Have a good and positive attitude towards work and always willing to understand and learn.   

EMPLOYMENT HISTORY
May 2016- January 2017                   Content Analyst
SPI Global Dumaguete City, Philippines
Job Responsibilities:

·  Supervise conversion and loading of new XML content to online platforms.
·  Handle project schedules, milestones and records for associated groups.
·  Develop project plans and supervise tasks.

·  Coordinate content update and changes within overall product management process
April 2011 – May 2015                      Learning Support / School Bus Attendant               
The Sheffield Private School, Al Nahda 2, Al Qusais Dubai
Job description:                                                                                               
· Prepare lesson materials, bulletin board displays, exhibits, equipment, and demonstrations.                                                              

· Present subject matter to students under the direction and guidance of teachers, using lectures, discussions, or supervised role-playing methods. 

· Tutor and assist children individually or in small groups in order to help them master the given assignments.

· Supervise students in classrooms, halls, cafeterias, school yards, and gymnasiums, or on field trips.                  
· Responsible to see that all students assigned to each bus run are received from or returned to the parents.

· Supervises student behavior and assists bus driver and school in implementing behavior management system.

· Assists students and other passengers for the purpose of providing safe loading and unloading from buses during normal transport and emergency situations.

· Prepares reports (e.g. seating chart of assigned riders, incident reports, passenger misconduct, etc.) for the purpose of documenting activities
2007 - 2010                                        Field Researcher
ACE Promotions, Dumaguete City,Philippines

Job description:

· Involves approaching preselected addresses and interviewing residents in their home but occasionally respondents may need to be interviewed on street.

· The research might center on a range of topics, such as population structure, unemployment, social services, healthcare, education, commercial services and the environment.

· A variety of methods, such as interviews, questionnaires and focus groups, are used to investigate the views of population samples on specific issues.

· The information gathered is analyzed, reported and used for the purposes of the study.

1997 - 2004                                   Office Clerk / Sales Assistant
Nestle Philippines, Dumaguete City, Philippines
Job description:

· Responsible for ensuring that products appear in the right store at the appropriate time
· Working closely with the buying teams to accurately forecast trends, plan stock and monitor performance.

· Advertising and displaying items for purchase, in charge of promotions and daily sales.

· Keep track on costumers order and ensuring orders are delivered to the costumers.

· Stocks merchandise and is accountable for keeping inventory records.

EDUCATIONAL BACKGROUND
· College: Bachelor of Arts and Science, Major in History, Foundation University, Dumaguete   City,Philippines, 1992 - 1996      

· Secondary: Dumaguete City High School, Philippines,1988 - 1992

· Primary: South City Elementary School, Philippines, 1982 - 1988      

SKILLS / INTERESTS
· Microsoft Office ( Word, Basic Photoshop/ Editing ) Internet

· Photography/Basic Shirt Printing/Crafts
· Cooking/Baking                    

PERSONAL INFORMATION
Date of Birth: December 02, 1975

Nationality: Filipino

Civil Status: Single[image: image2.jpg]



