Marife.53771@2freemail.com 
Marife 
OBJECTIVE

· To be a part of the company’s growth where I can be able to develop, utilized acquired expertise, creative talents and commitment excellence
SUMMARY OF QUALIFICATIONS
· Excellent ability in hands on experience in preparing the shipping and delivery documents such as invoicing, packing list, delivery note and securing certificate of origin.
· Strong ability in coordination in customers’ queries and complaints
· Knowledgeable of shipping methods and procedures and few countries customs laws and regulations
· Excellent ability in developing the young learners to be globally competitive in  a fast growing society

· Great knowledge of office practices and procedures; business    correspondence; recordkeeping systems; office machine    operation; English grammar including usage and composition;    telephone etiquette. 

· Exceptional ability to perform filing, receptionist, recordkeeping    and other related clerical tasks. 

· Strong ability to exercise judgment and tact in dealing with    the public and other employees. 

· Excellent ability to work under minimal supervision and    prioritize work. 

· In-depth ability to clearly explain policies, procedures and    regulations. 

· Strong ability to work with a variety of people. 

· Remarkable ability to speak and understand English    language. 

· Proven ability to take and record dictation for letters, reports,    and other correspondence and to transcribe these notes into    finished copy, depending upon position. 

· Uncommon ability to successfully pass various performance    tests appropriate to position. 

· Demonstrated ability to use personal computer to set up and    enter data using computer applications. 

· Profound ability to maintain physical condition appropriate to    the performance of assigned duties and responsibilities which    may include sitting for extended periods of time and operating    assigned office equipment. 

· Immense ability to communicate with others and to assimilate    and understand information, in a manner consistent with the    essential job functions. 

· Dedicated elementary teacher, honored as “Achievement Award for Excellent Teacher of the Year” Philippines in 2006, with over ten years of experience developing results-driven curriculum and delivering enthusiastic instruction of math, reading, writing, social studies and science for primary and intermediate grade children. Extensive background serving the needs of culturally and socio-economically diverse populations. Skilled in instructing under a variety of different curriculum structures.
· Established high expectations for students; continuously seek out new ways to improve instruction and link learning with fun; equip children with the tools, resources and knowledge to exceed individual goals. Expert interpersonal skills; build a strong bond with students, parents, and colleagues and school administrators to inspire a shared commitment to quality education. Regarded as a key resource and problem solver by colleagues and school administrators; frequently lead in-service workshops and willingly volunteer for difficult and unpopular tasks. Deeply committed to improving children’s lives and continuously strive to lead by example. Passion for teaching, learning, and student success.
WORK EXPERIENCE
· ADMINISTRATIVE ASSISTANT

Shiffa Dubai Skin Care Cosmetics

April15, 2007 up to present


Dubai, UAE
· Professionally handle all correspondences verbal/writing or electronic communications with confidentiality and practice discretion at all times

· Answering phone calls and transferring to the concern with good etiquette
· Coordinate with superiors in all matters concerning the company’s growth and developments

· Responsible in processing orders, acknowledging and delivery of goods/orders.

· Accurately preparing the invoices, packing list, delivery notes, certificate of origin and coordinate with account department
· Responsible for maintenance of database

· Coordinate with the clients for their queries, quotations and orders

· Coordinate with suppliers in requesting quotes, preparing the purchase orders and the normal lead time of delivery
· Coordinate and follow ups with the courier and the forwarder in shipping
· CATERER   (PART TIMER)


Food and Beverage Department

March 13, 2007 – April14, 2007 


Dubai World Trade Center







Dubai, UAE

· Responsible for the proper handling of party reservations and functions and updating party packages

· Responsible for the in and out correspondences of the Food and Beverage Department

· Responsible in guest’s relations regarding their needs and checking their satisfaction whether to handle complaints and suggestions.
· ELEMENTARY TEACHER III


Cupang Elementary School
February 2005 up to February 2007

Cupang, City of Balanga, Bataan, Phils.
Grade Six Class Teacher

· Played a key role in orchestrating the adoption of a new curriculum

· Integrated English instruction into all subject matter

·  Introduced weekly parent newsletters and held frequent parent conferences

· Created and delivered well-received writing workshop in journalism
· ELEMENTARY TEACHER III


Cataning Elementary School
June 2003 up to January 2005


Cataning, City of Balanga, Bataan, Phils.
Grade One Class Teacher

· Voluntarily assumed role teaching English  as a second language
· Identified needs and capability of learners
· ELEMENTARY TEACHER I


Emilio Bernabe Elementary School
June 1999 up to June 2003


Dangcol, City of Balanga, Bataan, Phils.
Grade One Class Teacher
· Organized and launched after-school program
· ELEMENTARY TEACHER I


A. G. Llamas Elementary School
June 1998 up to
 May 1999


Mariveles, Bataan, Phils.
Grade Five Class Teacher

· Jointly directed after-school mini-course program

· Helped plan and organize school policies 
· PRESCHOOL TEACHER
Maximino Delos Reyes Memorial 

September 1995 up to March 1998

Elementary School

Nursery and Preparatory Class Teacher

Pto. Rivas, City of Balanga, Bataan, Phils.
· Jump-started reading program
EDUCATIONAL BACKGROUND
· Certificate in Executive Secretary

Zabeel Institute

November 2007
- December 2007

Dubai, UAE

· Certificate in Conversational English

Zabeel Institute
November 2007 – March 2008


Dubai, UAE
· Master of Arts in Education


Tomas Del Rosario College
Major in Educational Management (42 units)
San Jose, City of Balanga, Bataan, Phils.

March 2001 up to May 2003
· Bachelor of Elementary Education

Tomas Del Rosario College

June 1991 up to March 1995


San Jose, City of Balanga, Bataan, Phils.
· Secondary Education



Bataan National High School
June 1987 up to March 1991
Roman Superhighway, City of Balanga,       Bataan, Phils.
· Elementary Education



A. G. Llamas Elementary School
June 1981 up to March 1987


Mariveles, Bataan, Phils.

CERTIFICATION
· Ministry of Education Attested Certification                Dubai, UAE
For Executive Secretary


            December 2007
· Ministry of Education Attested Certification 

Dubai, UAE

For Conversational English



March 2008
· Academic College of London Certificate

Dubai, UAE
(Attested Certificate from UK)



April 2008 (on process)
· Professional Board Examination for Teachers
San Fernando, Pampanga, Phils.
May 28, 1995
· Civil Service Sub-Professional Examination

Malolos, Bulacan, Phils.
October 30, 1992
AWARDS AND RECOGNITION

· Achievement Award for Excellent Teacher 

April 7, 2006
· Special Award for School’s Drum and Lyre Corps
April 7, 2006
· Teacher-Coach in Sports Writing Category  

Fourth Place – Division Level

October 17, 2005
· Interpretative Dance Contest Choreographer 

First Place 

September 18, 2005
· Teacher-Coach in Sports Writing Category 

First Place – Division Level

November 5, 2004
· Teacher-Coach in News Writing Category 

Fourth Place – Division Level

November 5, 2004
· Teacher-Coach in Sports Writing Category 

Fifth Place – Division Level

October 13, - 14, 2003
· Certificate of Proficiency in MS Word, MS Excel, 
May 6-10, 2003
PowerPoint and Internet
· Full-time Scholarship for 4-year College Education  Private Education Support Financial Assistance, Bataan, Philippines

June 1991 up to March 1995
WORKSHOPS, TRAININGS AND SEMINARS

· 2006 Division Training Workshop on Creative
City of Balanga, Bataan, Phils.
      Teaching Approaches Through Sci-Games and           June 10, 2006

Science Processes and Skills
· Basic Training Course for Troop Leaders 
City of Balanga, Bataan, Phils.
September 9 – 11, 2005
· Division Training Workshop on Elementary
City of Balanga, Bataan, Phils.
Science & Health Content Mastery                                 August 1, 2006

· Division Seminar in Music 
City of Balanga, Bataan, Phils.
August 6, 2005
· 2005 Division Schools Press Conference 

City of Balanga, Bataan, Phils.
October 17, 2005
· 2004 Regional Schools Press Conference 

Baler, Aurora, Phils.
December 13 – 17, 2004
· Redefining Bataan Teachers 



City of Balanga, Bataan, Phils.
December 10, 2004

· 2004 Division Schools Press Conference 

City of Balanga, Bataan, Phils.
November 11, 2004
· Division Training Program for Elementary/

City of Balanga, Bataan, Phils
Secondary School Paper Advisers and

September 30 to October 1, 2004

 
Campus Journalist.
· Division Orientation Seminar on the Revised

City of Balanga, Bataan, Phils.
Early Childhood Experiences 



June 24, 2004
· Division Seminar Workshop on Rubrics and 

City of Balanga, Bataan, Phils.

Portfolio Assessment of Authentic Learning

May 14, 2004
· Division Echo Training for Teachers to Safeguard
City of Balanga, Bataan, Phils.
the Integrity of Electoral Processes 


April 6, 2004
· Division Training on Gender Sensitivity for

City of Balanga, Bataan, Phils.
Child Friendly Schools 



October 29, 2003
· 2003 Division Schools Press Conference 

City of Balanga, Bataan, Phils.
October 13, 2004
· 2003 Division Training for School Paper Advisers 
City of Balanga, Bataan, Phils.
September 25, 2004
· District Mass Training of Teachers on the

City of Balanga, Bataan, Phils.
Basic Education Curriculum 



June 9- 11, 2003
· "Teachers on the Move" Computer Training

City of Balanga, Bataan, Phils.
Program Part IV 




May 6- 10, 2003
PERSONAL DATA

Date of Birth


:
June 4, 1974

Place of Birth


:
Balanga, Bataan, Philippines
Gender



:
Female

Citizenship



:
Filipino
Visa Status



:
Residence Visa 
Language



: 
Excellent in English and Filipino

Reference available upon request


I hereby certify that the above information are true and correct to the best of my knowledge and belief.

