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JEANIE 
Email Address: jeanie.363162@2freemail.com 
EDUCATION / CREDENTIALS
SHORT COURSE

:
PROCUREMENT & LOGISTICS Level 1

                                                      FLO/Orient MCT

                                                      March - April, 2017

                                                      SECRETARIAL (Basic)

                                                      FLO/Orient MCT

                                                      March - April, 2017

                                                      BASIC ACCOUNTING CONCEPTS &






PERSONAL BUDGETING






Filipino Association for Computer Excellence






OWWA & Philippine Embassy





April – June, 2016
POST GRADUATE

:
Master of Arts in Education

Malabon Community College

15 units 
1997 – 1998

COLLEGE


:
Bachelor in Business Education

Polytechnic University of the Philippines

Sta. Mesa, Manila

1989 – 1993

Professional Board Examination for Teachers (PBET) Passer
76.13% on May 30, 1993, Quezon City
PRC Certification; License No. 0194721
PROFESSIONAL EXPERIENCE
Teacher Assistant/Shadow Teacher
November 25, 2015 – Present

CANADIAN INTERNATIONAL SCHOOL

Khalifa City A, Abu Dhabi, UAE
Job Description:

· Assist with reading and written work according to the needs of the students
· Issuing guidance to students on lesson activities, repeating or rephrasing instructions

· Complete any student records and/or portfolio as directed by the class teacher

· Assist the subject teacher in the administration of records as required

· Participate in the ongoing evaluation of student support program

· Make subject teacher aware of any difficulties that may occur in lessons relating to student and/or physical resources

· Accompany students and staff on trips and residential as required
· Report to class teacher on any concern/uncharacterized behavior of students
· Provide feedback on students’ progress as requested

· Participate in the school’s performance management system

· Work with students to build good relationships

· Provide advice and assistance as required to enable students to develop basic hygiene skills
· Maintain an effective working relationship with the classroom teacher and other staff in the school

· Work as part of a team supporting and inspiring confidence in your colleagues.
Grade School Teacher/Subject Coordinator
Technology & Livelihood Education

Culinary Arts/Bookkeeping/Food Service
October 10, 2010 – August 30, 2015
Twenty First Century Private Academy

21 Street Muroor Road, Abu Dhabi, UAE

Job Description:

· Observe and evaluate students' work to determine progress, provide feedback, and make suggestions for improvement.

· Supervise and monitor students' use of tools and equipment.

· Participate in conferences, seminars, and training sessions to keep abreast of developments in the field, and integrate relevant information into training programs.

· Administer oral, written, or performance tests to measure progress and to evaluate training effectiveness.

· Prepare reports and maintain records such as student grades, attendance rolls, and training activity details.

· Conduct training sessions to teach and demonstrate principles, techniques, procedures, or methods of designated subjects.

· Supervise independent or group projects, field placements, laboratory work, or other training.

· Acquire, maintain, and repair laboratory equipment and tools.

Administrative Assistant II (Disbursing Officer)
September 13, 2007 - November 2009
San Rafael National High School

#1 Taliba St., SRV, Navotas City

Job Description:

· Deposit and issue checks;
· Prepares obligation request for availability of funds;
· Pay school bills through checks;
· Cash checks for other expenses;
· Compile and maintain monetary and non-monetary reports, records and files;
· Monitor the availability of cash for other school operations;
· Submit liquidation reports to the Division Office.
Secondary School Teacher 

June 1998 – September 2007

Tangos National High School

B. Cruz St., Tangos, Navotas City

Secondary School Teacher

June 1995 – May 1998

Navotas National High School

M. Naval St., Navotas, Metro Manila
Secondary School Teacher

June 1993 – March 1995

Araneta University Extension

Victoneta Park, Malabon City

Job Description (Teacher):
· Prepare and delivers lesson plan to a range of classes;
· Mark work, give appropriate feedback and maintain records of pupil’s progress and development;

· Research new topic areas and maintain up-to-date subject knowledge;

· Select and use a range of different learning resources and equipment;

· Manage pupils behavior in the classroom and on school premises;

· Participate in extra-curricular activities such as outings, social activities and sporting events;

· Participate in departmental meeting, parents-teachers meeting and whole school training events;

· Undergo regular observations and participate in regular in-service training (INSET) as part of continuing professional development.
ADDITIONAL TASKS
EXECUTIVE SECRETARY (June 2001 – May 2004; June 2004 – May 2006)
1. Provide secretarial and administrative support in order to ensure effective and efficient office operations
Main activities:

· Type agendas for meetings;

· Attends, records and transcribes minutes of the meeting;

· Word processes all letters, documents and proposals;

· Records and distributes all incoming mail;

· Processes outgoing mail;

· Compiles and maintain an up to date telephone directory of numbers and addresses;

· Files all correspondence;

· Updates the bulletin board by posting and removal of outdated materials;

· Ensures the Principals office and Reception area are kept clean and organized.

2. Provide receptionist services

Main activities:
· Greet and assist visitors;

· Answer phones in a courteous manner;

· Record messages accurately;

· Direct calls and respond to inquiries;

· Make appointments;
· Provides information as a general nature.

3. Perform other related duties as required
KNOWLEDGE AND SKILLS 

· Knowledge of basic accounting and office procedures;
· Computer skills including the spreadsheet, power point presentation and word processing programs, and e-mail at a highly proficient level;
· Effective verbal and listening communication skills;
· Excellent interpersonal skills.
PROFESSIONAL TRAINING & WORKSHOPS
· SCHOLASTIC PROFESSIONAL DEVELOPMENT WORKSHOP – Maximizing Guided Reading in the Classroom held at Crowne Plaza Abu Dhabi – Yas Island Abu Dhabi, UAE on March 4, 2017;
· STRATEGIES FOR AN INCLUSIVE CLASSROOM & MANAGING CHALLENGING BEHAVIORS held at Canadian International School, Abu Dhabi, UAE on February 23, 2017;
· AUTISM IN THE CLASSROOM held at Al Mamoura School, Abu Dhabi, UAE on October 24, 2016;
· THE 7 HEALTHY HABITS held at Canadian International School, Abu Dhabi, UAE on October 19 & 20, 2016;
· FACULTY DEVELOPMENT TRAINING PROGRAM held at TFCPA, Abu Dhabi, UAE on September 2 – 6, 2012;
· INTERNATIONAL CUISINE FREE COOKING SESSION held at IEI for Training and Development, Abu Dhabi, UAE on May 15, 2012;
· UNDERSTANDING ISLAM AS A RELIGION held at TFCPA, Abu Dhabi, UAE on March 7, 2012;
· LESSON PLANNING, TEACHING STRATEGIES, AND SCHOOL EVIDENCE AND TEACHERS’ PORTFOLIO OF EVIDENCE held at TFCPA, Abu Dhabi, UAE on July 2011;
· FINANCIAL MANAGEMENT SYSTEM SEMINAR-WORKSHOP held at Girl Scouts of the Philippines (GSP), Tagaytay City on September 29 – October 1, 2009;
·  RECONCILIATION AND ORIENTATION SEMINAR ON THE CY 2007 PRE-CLOSING OF BOOKS OF ACCOUNTS held at P. Bernardo Elementary School, Cubao, Quezon City on December 5 – 6, 2007;
· COMPUTER LITERACY PROGRAM, prescribed by Project RICKY at Tangos National High School, for SY 2004-2005;
· COMMUNICATIVE COMPETENCE, given at Saint Mary Montessori Center, Valenzuela City, on May 18 2001;
· THIRD AND FOURTH YEAR TECHNOLOGY & HOME ECONOMICS TEACHERS TEACHING COMPUTER, held at Fort Bonifacio High School, in Makati City, on September 19, 26, and October 2, 9, and 16, 1999.
· REGIONAL SEMINAR WORKSHOP FOR NEWLY HIRED AND UNTRAINED PUBLIC AND PRIVATE SCHOOL TEACHERS IN TECHNOLOGY AND HOME ECONOMICS (THE), held at Paranaque Municipal High School, on July 6 & 13, 1996.
AWARDS AND RECOGNITION

· CERTIFICATE OF COMPLETION, Basic Accounting Concepts & Personal Budgeting, given at City Seasons Hotel, Abu Dhabi, UAE, on July 8, 2016
· CERTIFICATE OF RECOGNITION, as the HELE/TLE Coordinator, SY 2014 – 2015
· CERTIFICATE OF RECOGNITION, as the Adviser of TECHNO KIDS CLUB, SY 2014 – 2015
· CERTIFICATE OF APPRECIATION, for the support and cooperation in the Academic Programs of the School, SY 2014 - 2015
· CERTIFICATE OF RECOGNITION, “INNOVATIVE TEACHER OF THE YEAR”, given at Twenty First Century Private Academy, Abu Dhabi, UAE, on July 3, 2014;
· CERTIFICATE OF APPRECIATION, as the HELE/TLE Coordinator, given at Twenty First Century Private Academy, Abu Dhabi, UAE, on July 3, 2014;
· CERTIFICATE OF APPRECIATION, for the support and cooperation in the Academic and Non-Academic Programs of the school, given at Twenty First Century Private Academy, Abu Dhabi, UAE, on July 3, 2014;
· CERTIFICATE OF RECOGNITION, “MOST CREATIVE AND RESOURCEFUL TEACHER SY 2012 - 2013”, given at Twenty First Century Private Academy, Abu Dhabi, UAE, on June 27, 2013;
· CERTIFICATE OF RECOGNITION, for the leadership and contributions to the improvement of the HELE/TLE Department, given at Twenty First Century Private Academy, Abu Dhabi, UAE, on June 26, 2013;
· CERTIFICATE OF COMMENDATION, for the indelible support during the 3RD UNITED NATIONS DAY CELEBRATION, given at Twenty First Century Private Academy, Abu Dhabi, UAE, on October 28, 2012;
· CERTIFICATE OF RECOGNITION, for invaluable rendered service during the NUTRITION MONTH CELEBRATION, given at Twenty First Century Private Academy, Abu Dhabi, UAE, on October 4, 2012;
· CERTIFICATE OF COMMENDATION, First Kindergarten Culminating Activity and Graduation Celebration given at Twenty First Century Private Academy, Abu Dhabi, UAE, on June 12, 2011;
· 2nd Place –BOOKKEEPING (MANUAL) TRAINOR, Third Division Skills Competition in Technology & Livelihood Education (TLE), given at Malabon National High School, on October 22, 2003;
· 2nd Place –BOOKKEEPING (MANUAL) TRAINOR, 1997 Skills Competition (Division Level), held in Navotas Municipal High School-Kaunlaran Annex, on February 12, 1997.
Jeanie 
