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About Me

City and Country of Birth: 
Aniban, Bacoor, Cavite, Philippines

Religion: 
Christian-Catholic
Height:  
5 ft and 1  inch
Gender:
 Female
Marital status: 
Single 
Visa Status :            Employment/ 
Transferable
Nationality: 
Filipino
Language:

English, Tagalog
Education
College:

Bachelor of Science in Mass Communication 
Certificate in Teaching Program-2012
Computer Skills

MS Office and  Internet Navigation
Others: Cash register machine operation

Hobbies and Interests: 

Sketching, Painting and Reading

TRAININGS & SEMINARS
►English as Secondary Language
Connective Language and Training Center for Teachers
Los Baños, Laguna , Philippines (Aug. 31, 2009)
►Kumon Philippines Assistant’s Training
Kumon Philippines Institute
Paseo de Roxas, Makati City , Philippines (July 4, 2007)
►OnTheJobTraining
 YESFM101.1
 MBC Bldg., Roxas Blvd., Pasay City, Philippines (Dec 9, 2002- Jan 28, 2003)
► The Self: Focus on Personality Development and Effective Speech Communication

P.Benitez Alumni Center

University of the Philippines,

Quezon City 

	Competency Summary
Skills: 
*Excellent communication skills both oral and written with proficiency in English language

*Computer literate; knowledgeable in MS Office application and internet navigation

*Know how to operate POS machines 
*Well-organized and self-motivated

* Highly flexible; inclined to learn and gain more knowledge in different fields

*A team player with good character that could be a role model to co-workers
Career Objective: 

To secure a responsible career opportunity where I can fully utilize my training, human resources and skills while making a significant contribution to the success of my employer.
Career History
Viabesco Trading LCC                                                                    February 2016- February 2017 
Mushrif Mall, Abu Dhabi, U.A.E.
Sales Associate/ Cashier

Basic Function:

Giving full assistance to all customers with their needs; promoting and selling the products; keeping the store neatly, orderly, and complete in all items; receives and disburses money that involves use of electronic scanners, cash registers, or related equipment. Often involves in processing credit or debit card transactions.

Duties:
Attend to clients and deal with inquiries, supply information regarding the company and its products to the general public, clients and customers. 

Count money in cash drawers at the beginning of shifts to ensure that amounts are correct and that     there is adequate change.
Greet customers entering establishment.
Maintain clean and orderly checkout areas.
Establish or identify prices of goods, services or admission, and tabulate bills using calculators, cash registers, or optical price scanners.

Receive payment by cash or credit cards.
Issue receipts, refunds, credits, or change due to customers.
Resolve customer complaints.
Kumon Vito Cruz-St. Scholastica Center                                                April 2013 – August 2015
Vito Cruz, Manila Philippines

Reading Instructor
The job focused in teaching and building critical reading skills that will help students develop a solid foundation for academic success; doing center management tasks and other marketing activities.
Duties:
Conducting assessments to determine students’ reading levels

Creating reading plans to match students’ ability and learning styles

Guiding children through reading and writing activities to help them overcome obstacles to literacy

Consulting with parents and teachers to recommend at-home strategies to improve reading skills

Bruin Educational Center                                                                          June 2010 - March 2012
Bacoor,  Cavite  City Philippines
Preschool Teacher
Basic Function:  The job focused in teaching preschool students, planning the lessons, preparing test questionnaires, and other paper works.
Duties:

Develop a program for young children within the preschool.

Talk with parents about behavioural ups and downs.

Develop activities to stimulate the children.

Establish policies and procedures for inside and outside the classroom.

Blessed Light School                                                                                 June 2008 - March 2010
Kawit, Cavite City, Philippines
Elementary Teacher/ Admin. Assistant
Basic Function:  To create a flexible elementary grade program and a class environment favorable to learning and personal growth; to establish effective rapport with students; to motivate students to develop skills, attitudes and knowledge needed to provide a good foundation for upper elementary grade education in accordance with each student’s ability; to establish good relationships with parents and other staff members.  

Under direction, performs a variety of clerical, secretarial, and other minor administrative functions required for the operation of school sites and other instructional programs; performs other related duties as required.

and co
Kumon Learning Center                                                                           June 2004 - March 2008
Kawit, Cavite City, Philippines

Math/Reading Instructor

Basic Function:  The job focused in giving instructions to primary students, doing center management tasks, ocular visits to public/private schools and other marketing activities, and assisting other instructors.
Pink Soda Sybon Inc                                                                                     Dec. 1998 - May 2000
SM City, Bacoor, Cavite City, Philippines

Sales and Marketing Staff / Cashier
Basic Function:  The job focused in giving full assistance to all customers with their needs; promoting and selling the products; keeping the store neatly, orderly, and complete in all items; collecting all payments for the products sold; encoding all the money earned from the products sold; and performing the inventory.
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