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The Manager

Human Resources Department

Dear Sir / Madam,
Subject:   Application for any Suitable Position
I am interested in expanding my professional horizons by seeking new challenges in a reputed firm like yours. Details of my background, contributions, qualifications and skills are documented in the enclosed curriculum vitae for your kind perusal.
I am an individual who’s ever willing to learn new things and one who is always seeking for ways to improve. As a person, my strong communication and interpersonal skills are supported by my gained experiences. I am a good listener with excellent multi-task abilities and a fast learner with critical thinking and problem solving techniques in a team or an individual setting. I have confidence with myself and genuinely enjoy the company of people as I seek to know them better, and with this I could work effectively to assist you in carrying out your business activities.

Realizing the limitations of the written page, Please let me know at your earliest convenience should you have openings for any suitable position and I would be very much pleased to participate in a personal interview to answer any of your questions and better present my qualifications.
Given the opportunity, I can assure you of value addition to your organization and I look forward to your positive response.

Thanking you in anticipation,

Yours Faithfully,

OBJECTIVE:
To pursue a career oriented position with a progressive organization where my added values will enable me to make a significant contribution and where I will have the opportunity for personal growth and professional advancement.
QUALIFICATIONS:
· Graduate with the Degree of Bachelor of Science in Industrial Education, Major in Industrial Technology

· Passed the licensure examination for teachers

· 15 Years in teaching profession with strong knowledge of the full cycle of Teaching and Learning processes. (Secondary school)
· School Programs Coordinator, Meeting Facilitator, Adviser in the different Organizations, Athletes Coach and Team Leader.
· Proficient in both oral and written English and good facilitation & communication skills.
· Business-oriented, goal-oriented, patient, hardworking & strong interpersonal relation skills.
· Possesses excellent organizational skills and can work well independently.
· Proficient in Microsoft Office Applications such as word, excel, internet and emailing.
· Basic knowledge in shorthand/stenography writing.
· Skills oriented on Sewing, Embroidery, Wood Laminations, Silk Screen Printing and making frames on cross stitch, pictures and certificates.  
· Basic knowledge in accounting

WORK EXPERIENCE:
From April 5, 2007- Present:
              GEEBEE GARMENTS




              Secretary cum Sales Coordinator

                                                                        SAIF ZONE – SHARJAH, U.A.E

From June 5, 2006 to April 04 2007:  
GEEBEE TRADING COMPANY 
                                                      
              Merchandiser/Customer Service

                                                                        CARREFOUR, Deira City Centre    
Duties and Responsibilities:

· Responsible on the daily shipments (local & entire middle east)
· Preparing the invoice, delivery notes, packing list & related documents for our daily shipments
· Entering data to the system and registers book details wise.

· Maintaining on the daily sales & stock reports. Organizing the files accordingly.
· Coordinating with the different managers of our client, suppliers and transporter outside UAE shipments.

· Closed supervision on the quality and quantity of incoming and out going goods.
· Monitoring & maintaining on the availability of our stocks in the system & in the warehouse, the manpower skills and facilities
· Preparing on the B.O.Q. & trims/materials needed on the production of our goods.
· Preparing LPO & quotations then send it to the supplier/client by fax or emails.
· Conducting a stock take/inventory on our products in a quarterly and yearly basis.
· Perform other duties as required by the management like collecting the cheque and sometimes meeting with the managers to update our products.

· Answering telephone calls, inquiries & business emails
 From May 1-31, 2006:                SECRETARY cum RECEPTIONIST
                                                Al Ietebar Marble & Granite Factory, LLC
                                                University Rd, Sharjah

         Job Description:       
· Attending telephone calls (incoming and outgoing calls)
· Receiving and sending fax

· Making letter correspondence

· Answering business emails (inquiry, confirmations of the shipments and others)
· Encoding on the shipments details ( orders and dispatchment )

· Arranging and organizing the files in the office

· Reminding on the business appointment of the manager and preparing on the documents required.
From June 7, 1991 to April 20, 2006:                       Teaching Profession

                                                                 (School)       SAINT NICHOLAS ACADEMY
                                                                                               Vintar, Ilocos Norte, Philippines

        Job Description:
                              

· Classroom Teacher, Fourth Year Class Adviser
· Teaches Industrial Arts Education – First Year to Fourth Year Star Section 
· Teaches Music, Arts, Physical Education Class – Second Year and Third Year Students
· Teaches Values Education – First Year and Second Year star Section
· Adviser of the Student Class Organization
· Adviser of the Catholic Students Organization, T.L.E. Club &  MAPEH Club
· Moderator/Facilitator on the school programs,  Athletes coach & GSP Troupe Leader
OTHER ASSIGNMENT WITHIN 15 YEARS IN THE TEACHING PROFESSION:

     From 1996 to 2000 :                     SCHOOL SECRETARY
                                                            SAINT NICHOLAS ACADEMY
            Job Description:
· Gathering data from students upon enrolment
· Screening on the scholastic activities and performance of the students

· Maintaining the registration of the students and the school fees records
· Update all employees information in the HR database

· Responsible on the minutes of the meeting, and the yearly  school calendar of activities
· Filling all documents in order
· Handles inquiries and correspondence, type memos, letters & other forms of internal memoranda

· Provides administrative support to the school head

· Attending meeting and seminars to update our school curriculum 

EDUCATIONAL BACKGROUND:
· Tertiary


MARIANO MARCOS STATE UNIVERSITY


INSTITUTE OF TECHNOLOGY


                      

MAJOR: BACHELOR OF SCIENCE IN INDUSTRIAL EDUCATION
              

        

Year Graduated: April 5, 1991
· Secondary

Roosevelt High School




Year Graduated: March 1987




           
Award received:  Athlete of the Year
· Elementary

South Central Elementary School
  
                


Year Graduated: March 1983
PERSONAL DETAILS:
Birth date
:
March 7, 1970


Civil Status
:
Married

Sex

:
Female



Citizenship
:
Filipino

Height

:
5’2”





Weight

: 
55 kilos



[image: image1.png]



