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OBJECTIVE

To work in an environment that would further develop and optimize my capabilities, to be a vital part of an organization that is in constant pursuit of excellence and service to the society and to be a respected individual in my chosen field of work.

PROFILE




· Experienced in credit and operation management, budget development and substantial exposure in office, administration, billing procedures, controls, and practices.

· Experienced sales professional with a background in customer service.

· Skilled in working effectively as a leader or a team member with minimal supervision.

· Proficient in windows application like MS Windows, MS Excel, MS Power Point, Lotus Notes and Net meeting.

PROFESSIONAL EXPERIENCE


Teacher cum Liaison Office – Neptali Gonzales High School 1998 - 2008
· Tabulate, interpret and compute grades made by the students based on their performance.

· Perform stenography, typing, arts and other programs in computers with use of different web programs.

· Perform stenography, typing, arts and other programs in computers with use of different web programs.
· Fully knowledgeable in all aspect of science and clerical works.
· Keep secrets of the company to insure safety.
· Conduct teaching based on the lesson planned.
· Provide visual aids with the use of different materials.
· Conduct studies pertaining to the standard deviations, means, quizzes and periodical exams of the students through series of evaluation.
· Responsible in each of the students inside and outside the rooms.
· Guide and allow the students to develop higher thinking skills.
· Disseminate information and instruction to students and instructions with regard to quality, productivity and discipline.
· Monitor all quality records to insure accurate records.
· Review daily lessons to ensure learning.

· Supervise the classroom during teaching

· Apply the scientific way in doing the job

· Coordinate with other department, co workers to prevent problems

· Prepare reports, tutorial and remedial class

· Accustomed to work as trainer, guidance councilor, facilitator and leader

· Conduct business correspondence

· Implement the ABC in life.

Secretary cum account assistant - Palacio del Governador 1994 - 1998
· Handled all duties in front desk like manning the customer service line.

· Assisted and gave detailed information for their queries, message forwarding, receiving, sorting and dispatching the incoming and outgoing mails and couriers.

· Received/Checked actual delivery of stocks.

· Followed-up delivery of parts based on the agreed delivery schedule.

· Took charge of accepting orders and purchasing orders from the customer and vise versa.

· Established contacts with prospective customers.

· Monitored, segregated and filed purchase orders.

· Recorded and monitored delivered items.

· Updated record book for purchase orders issued for all orders.

· Received/Checked actual delivery of materials and compare it with supplier invoice/delivery receipts.                                    

· Responsible for receivables and payables of the company.

· Responsible for the collection of the cheque from the clients.

· Issued petty cash from different department.
EDUCATION


· Bachelor of Science in Industrial Education, 1994
             Board Passer – Professional Board Examination for Teacher
             Caloocan City Polytechnic College
· Computer Secretarial,1990

     Caloocan City Polytechnic College.

PERSONAL DATA


Born on 31st May 1971,Filipino citizen bearer of Philippine Married and fluent in English and Tagalog.  
