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OBJECTIVES : Seeking for a suitable job placement that promotes professional and dynamic growth where I can enhance my skills and abilities and share my talents and capabilities for the company’s growth and success.

E M P L O Y M E N T   H I S T O R Y

 Holy Family of Nazareth School

June 2006- August 30, 2008

Classroom Teacher

Duties & Responsibilities:

· Students easily detect the teacher’s love for job and subject.

· Plans and prepares lesson daily.

· Always arrive on time

· Lets students know that he/she cares about their success

· Takes time with students.

· Is always well prepared to teach class.

· Treat students with respect.

· Is form in a kind manners.

· Gives individual attention.

· Clarifies for understanding.

· Avoid criticizing students.

· Has a sense of humor, is relaxed.

· Applies students experiences to classwork

Monterey

August 2001 – May 2002

Position : Sales Coordinator 

Duties & Responsibilities :


· Event Coordinator  when the company join in every Exhibitions.

· Supporting the order fulfillment process, from order entry, delivery note, credit invoice and delivery schedule. 

· Coordinating with other departments and vendors to ensure accurate and timely information is provided to the customer regarding product specifications, production lead times and product delivery. 

· Maintains accurate and timely records of quotes and orders.

· Prepares paperwork (original purchase order, copies of invoice, and return goods memo) to be used by auctioning departments.

· Preparing consolidated reports and inventory of stocks. 

· Preparing Purchase Orders for Suppliers.

· Applying FRS of incoming shipment thru website of  Municipality.

· Coordinates with the Forwarder regarding shipment deliveries. 

· Organized and maintaining the files accurately.

· Assist Divisional Manager.

· Performs other related duties as assigned. 
   Industrial Park

   Madrigal Business Park, Ayala Alabang, Philippnes

   February 2003– February 2004

   Position  :  Secretary 

  Duties & Responsibilities :

· Accurately allocate and control the releasing of MOA in each branches.

· Accurately enter and update information in the electronic document management system.

· Monitoring the monthly reports of all branches and their withdrawal reports.

· Keeping and maintaining the files updated from each branches.

· Receive and check documents from each branches..

· Plan and schedule meeting, appointments and travel.

· Organize and maintain paper and electronic files; manage projects; and disseminate information by using the telephone, mail services, Web sites, and e-mail.

· Contact all prospective/ referrals client to introduce the company business

· Coordinating / follow-up clients regarding to their accounts and inquiries.

· Entertain / assist clients who visited us regarding to their new / additional / renewal of their accounts.

SEARCA OFFICE

Los Baños, Laguna, Philippines

June 2004 – May 2005

Position: Secretary

Duties & Responsibilities:

· Plan and schedule meeting, appointments and travel.
· Organize and maintain paper and electronic files;  manage projects; conduct research;  and disseminate information by using the telephone, mail services, Web sites, and e-mail.
· Create spreadsheets; compose correspondence; manage databases; and create  presentations, reports and documents.

· Negotiate with vendors, maintain and examine leased equipment, purchase supplies, manage areas such as stockrooms or corporate libraries, and retrieve data from various sources.  

JOLLIBEE

 Los Banos Laguna, Philippines

June 2005- May 2006

Position: Cashier

Duties & Responsibilities :

· Greet every Guest with a smile

· Responsible for taking guest food and beverages orders, nothing any especial request, obtain needed approvals/ verifications, processing all orders using computers system and providing the food server with guest checks.

· Suggest additional food and beverages items to compliment order.

· Enters all orders into the computer system.

· Receive payment from the guest for food purchase in an accurate, prompt, courteous manner.

· Adheres to established cash handling and internal control polices and procedures.

· Thank every guest for their their business and invite them back.

                                                                                                                                    SPECIAL QUALIFICATION

Software

 Microsoft Word , Microsoft Excel ,E-mail & Internet

.


Special skills

Computer Knowledge, Can Operate Fax, Xerox machine , 

SEMINARS ATTENDED


Marketing Skills Enhancement and Other Related Topics


April 5, 2001

            An Overview Of Contemporary Linguistic Applied To English and Filipino

             December 5, 2006 

            Microsoft in partnership with Malayan Colleges Laguna

            May 21-25, 2007

            In-service Training  (INSET) Program for Private Secondary School Teachers

            April 2006

            Survival Training Course & Tree-Planting Activity

            February 17-18,2007

EDUCATIONAL ATTAINTMENT

Tertiary
: Bachelor of Secondary Education (BSED)

                             San Pablo Colleges, San Pablo City

                            2001-2002

