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Dear Sir/ Madam:


My apologies for taking some of your valuable time, but I am looking for a suitable position in your esteemed company so that I can prove myself valuable asset in your organization for that I have attached  here with my CV detailing my educational  background and work experiences. I bring along 5 years experience in the field of teaching,   2 years in the field of administration and secretary and 1 year in reception and have requisite qualifications. 

To enlighten you on my qualities, I perceive myself as an extrovert with a dynamic approach to the entire task set on me. Loyalty to my job, ability of meeting deadlines, attentiveness to details and thoroughness , excellent communication, ability to maintain confidentiality , Multi-tasking and Time Management abilities, confidence and proactive  nature are the key trait in my  excellent towards achieving various goals  set before me. Interpersonal skills enable me work effectively and attain better relationships with my co-workers and management with extensive training in the field of teaching, administration, secretary and reception. 

I look forward to an opportunity of meeting you future sharing my qualification and discussing ways in which I can contribute to the company asset.

Yours sincerely,

CAREER OBJECTIVE
Position Sought: Secretary or Receptionist

Career Objective: To grow in an organization, which will provide me a platform to utilize my skills and potentials and to achieve a position that will accomplish my desire.
QUALIFICATION SUMMARY
· Extensive computer knowledge, which includes MS Office (Word, Excel, Power Point, Microsoft Outlook, Internet Savvy).

· Excellent ability to provide high quality secretarial support to a multifaceted team

· Analytical and problem solving skills, good decision making skills, extremely effective verbal and listening communication skills

· Proven Leadership abilities

· Ability to work successfully in a fast paced, dynamic, pressure environment

· Highly motivated, highly enthusiastic, with level of confidence, hard – working and result-oriented person.
PROFESSIONAL EXPERIENCE
Date:



 August 2006 to present

Position in the Company: 
 Secretary cum Receptionist
Company Name:

 Seven Star Events & Productions

Job Role:


 Secretarial

Work Description:                         

· Carried out secretarial duties including attending committee meetings including reserving   conference rooms and arranging corporate meals and taking notes,
· Typing meeting minutes, letters, reports, scheduling meetings, filing, 
· Answering telephones, and greeting visitors and tourists at the Information Center 
· Receiving and recording incoming deliveries of equipment, handing out free documentation, 
· Coordinate with the head office with regards to the office materials and bills

· Responsible for the visa application of the clients and employee of the company 

· Sending and receiving fax messages, Recording and storing lost property until claimed,
· Assisting in the  preparation of materials for events
· Provided reception duties on behalf of the team, which involved providing face-to-face contact for visitors in a responsive and courteous manner

Date:                                                     September 2002 –June 2007

Position in Company:                           College Professor 
Company Name:                                   Zamboanga State College of Marine Sciences & 

                                                              Technology    

Company:                                              Education

Work Description:                                

· Facilitate student learning and conduct research in the area of language teaching.
· Assist in the coordination and implementation of community service and student affairs activities.
· Participated in leadership training and community building workshops.
· Deliver different English learning activities to students 

· Holds responsibility for handling student disciplinary problems
· Integrate multiple teaching styles to intensify the range of learning
· Participate in departmental and faculty seminars aimed at sharing research outcomes and building interdisciplinary collaboration within and outside the department

Dates:                                                       July 2001 –August 2002

Position in the Company:                         Secretary

Company Name:                                       System Technology Institute

Company Industry:                                   Education

Job Role:                                                   Secretary

Work Description:                       
· Carried out secretarial duties including attending committee meetings and taking notes, typing meeting minutes, letters, reports, scheduling meetings, filing, 

· Answering telephones, and greeting visitors and tourists at the Information Center.
· Coordinate with the head office with regards to the office materials and bills.
· Sending and receiving fax messages
Dates:                                                           June 2000- July 2001

Position in the Company:                            Receptionist

Company Name:                                          Mabuhay Traveling Agency             

Company Industry:                                      Travel / Tourism

Jon Role:                                                      Support Services

Work Description:                                  

· Responsibilities included receiving and distributing messages from telephone/email as appropriate, taking clear messages and passing these promptly to the appropriate member of the team using judgment of urgency

· Provided reception duties on behalf of the team, which involved providing face-to-face contact for visitors in a responsive and courteous manner
· Responded to queries promptly and in a friendly manner
· Provided efficient data entry into the local team information systems as required
· EDUCATION
Institution:                                                    Western Mindanao State University

Completion Date:                                           January 2005

Degree Major:                                                Master’s Degree, Language Teaching

Institution:                                                      Western Mindanao State University

Degree Major:                                                   Bachelor of Science in Secondary  

   Education  
           Graduated as Dean’s List







   Academic Excellence

Awards Received:                                           

· ERAP SCHOLAR

· Leadership Award

· Champion Inter College Debate 2003

· Best in student Teaching

· Fist Place in Extemporaneous Speech

· Fist Place In Declamation Contest

· Fist Place on the Spot essay Writing Contest

· Most Active member of the Rotary Club

· Service award for service oriented activities

· Adviser of the Graduate School

· Outstanding President of the woman’s Club

Institution:                                                          Zamboanga National High School

Completion Date:                                               March 1992
Degree, Major:                                                   High School or equivalent

Description:                                                       Graduated WITH HONOR   

Institution:                                                          Baliwasan Central School

Completion Date:                                               March 1986

Degree, Major:                                                   Elementary Education 

Description:                                                       Graduated WITH HONOR   
ORGANIZATION
· Woman’s Club
· Debate Society
· Muslim Woman’s Club
· Language Teacher’s Association
· Alliance of Good  Teachers
· Rotary Club of Zamboanga
· Essayist Club of Zamboanga
· Young Teacher’s Association
· Single Youth Association
· Service Oriented Club
LANGUAGE

· Filipino & English

SEMINAR ATTENDED

· STI Vision Mission and Strategic Planning Workshop Organization
· Seminar on Communication Technology : Its Practical Application
· Seminar Workshop On Integrative Learning and Teaching
· Syllabus Workshop on Integrative Learning and Teaching
· Information Sheet and Module Making
· Lecture on principles of Taxation and National Taxation
· Values Oriented People Seminar
· Seminar on Contemporary  Strategic on Language Teaching
· Seminars on the Celebration of the National Language of the Philippines
· Purpose Driven Life Seminar
· Team Building Seminars of Educators 
PERSONAL INFORMATION

Birth Date:    
                     29 March 1979

Gender:                                 Female

Nationality:                           Filipino

Marital status:                       Single

Expected Salary: 
          5 Thousand
