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CAREER OBJECTIVE







To serve the best with a work profile that would utilize my strength, experience and qualities of self motivation and interest to explore the new horizons, and my ability to be an efficient member of a team and to get opportunities for professional growth
ESSENTIAL SKILLS, KNOWLDEGE AND ABILITIES
· good communication skills ,disciplined ,sincere and hardworking

· can easily adapt a new environment and willing to face new challenges
· confident, fast learner and dedicated in performing duties and responsibilities with outstanding manners
· detail-oriented with excellent follow-up, flexible and responsive ,with strong customer-service orientation

· has the ability to multi-task, prioritize daily activities to meet competing deadlines and to work independently

· has the willingness and flexibility to take on new responsibilities and support duties of fellow staff members
WORK EXPERIENCES
May 3, 2004- Present

Lyceum Northwestern University 

General High School

Dagupan City, Philippines
PHYSICAL EDUCATION TEACHER ( P.E.)

Duties / Responsibilities

· Developed innovative curriculum to instruct individual students, small groups and classes of 30 + students
· Organized time, space and resources to balance heavy workloads and stringent deadlines

· Created comprehensive classroom social studies learning resource, encouraging student to take home use and learn material.  
· Spearheaded volunteer program to fulfill a need for students requirements , additional assistance outside the classroom

· Reviewed numerous classroom assessment methods and techniques-adopted effective tools that were compliant with the school board.
· Identified student’s individualism and developed curriculum to accommodate different learning styles maximizing student’s comprehension

· Maintained productive learning environment by stating classroom rules, holding students accountable for their actions and implementing consistent and fair consequences
Year September 2003-April 2004
LEISURE COAST RESORT HOTEL

Dagupan City, Philippines

SECRETARY CUM  RECEPTIONIST

· Reports daily to the Project Managers

· Responsible for the scheduling of day to day activities

· Answers and screens incoming telephone calls and communicates with clients and internal personnel via telephone, email and written correspondence to answer inquiries and provide information

· Checks, makes a follow- up and documents letters, memo, circulars and also responsible for filing system.

· Executes secretarial works by prioritizing the requirement and urgency. Manages/ Monitors and keeps tract of all project material submittals and approvals by preparing log sheets and inter office memo

· Coordinates and schedules various meetings

· Collects, complies and inputs data and information in order to produce reports

Year March 2003- September 2003

STAR PLAZA HOTEL

Dagupan City, Philippines
ADMINISTRATIVE ASSISTANT CUM RECEPTIONIST

Duties / Responsibilities

· Oversee general office day –to-day administration

· Handles reception, travel-booking arrangements, purchasing some personnel and administrative responsibilities

· Responsible for the administrative activities of the company in accordance with established policies and monitoring the implementation of policies, system and procedures of the company

· Organize corporate activities

· Provides administrative support to Entertainment Manager. May perform all or some combinations of the following duties: sort, prioritize and reply to correspondence received; answer and respond to telephone calls; maintain and update schedules on an on-going basis

Year 2003 (part- time job )
MERCANTILE INSURANCE PLANS COMPANY 

Dagupan City, Philippines

SALES EXECUTIVE 

· Recruits and trains sales staff

· Designs and implements sales management, monitoring and controlling telephone and face to face sales activities of  branch sales staff

· Monitors and controls performance of branch sales staff to ensure that pre-set targets and deadline were achieved

· Active in the implementation of training courses programs of the insurance company

SEMINARS / TRAININGS ATTENDED:

· Enhancing The Competencies of LNU Educators

                  Lyceum Northwestern University- July 6-7,2006

      Dagupan City, Philippines 

· Strategies and Methods Using Multiple Intelligence

                  Lyceum Northwestern University – February 17-21,2007

      Dagupan City, Philippines 

· Teaching Strategies,Legal Issue and Use of Computer Technology in Teaching

       Lyceum Northwestern University-December 5,2005

      Dagupan City, Philippines 

· Revised Physical Fitness Test and Dancersize

      Division Training Center- August 20,2004

      Dagupan City, Philippines 

· Cultural Enrichment Program for Teachers

      Division Training Center- October 6-8,2004
       Dagupan City, Philippines

· Off –Campus Teaching – Pangasinan National High School 

· In – Campus Teaching -  University of Pangasinan
EDUCATIONAL BACKGROUND

Tertiary :   University of Pangasinan
                  Bachelor of Secondary Education, Major in Physical Education

                   2000-2004
            Secondary : Pangasinan National High School
                                Lingayen , Pangasinan




        1996-2000

           Elementary : Binmaley North Elementary School


         Binmaley ,Pangasinan



        1991-1996

PERSONAL DETAILS

Date of Birth 


:
August 31,1983
Age


:
24 years old
Height


: 
5’4”


Status`


:            Single

Nationality

:
Filipino

Language Known
:
English, Tagalog
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