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OBJECTIVES:
To join your prestigious firm where I can enhance my acquired knowledge and ability based on my educational background and experience.

PROFILE:
I am hardworking, respectful and cooperative, with potentials to assume more responsible positions, loyal and dedicated, and most importantly, I am open to new challenges and opportunities that I believe could be beneficial to me as well as to the company.


WORK EXPERIENCES:

British Orchard Nursery School

P.O. Box. 125045, Dubai U.A.E

January 6, 2008 to March 1, 2008

My job responsibilities included the following:



Teaching Assistant

· Taking care of the children ages 2 to 3 and half years old.

· Organizing activities inside and outside the play area.

· Arranging artwork in guiding the children to do the painting and sticking.

· Teaching them to color within the line.

· Invaliding all the kids during music time and singing traditional nursery rhymes.

· Organize the class during trips to the parks or other outside school activities.

· Teaching them good manners and hygiene.

· Teaching them counting the numbers, colors identification, shapes and animals identification
Le Petit Poucet French Nursery School

P.O. Box 53405 Dubai U.A.E

June 21, 2004 to July 2007






Assistant Teacher
My job responsibilities included the following:

· Taking care of the children ages 2 to 3 and half years old.

· Organizing activities inside and outside the play area.

· Arranging artwork in guiding the children to do the painting and sticking.

· Teaching them to color within the line.
· Invaliding all the kids during music time and singing traditional nursery rhymes.

· Organize the class during trips to the parks or other outside school activities.

· Teaching them good manners and hygiene.

· Teaching them counting the numbers, colors identification, shapes and animals identification.
· Bus Attendant.
Genomian Korean  Internet Café

Makati Avenue Philippines.

October 2002 to November 2003





Secretary / Cashier

My job responsibilities included the following:

· Ensure that all documents, records and files are maintained with index and file numbers.

· Filling and keeping all records of incoming and outgoing correspondence and reports.
· Maintain proper document control and filling system with full traceability.

· Day to day diary management, typing draft correspondence.
· Greets and assist customers.

· Receive payment and provide appropriate change.

· Assisting customer needs.

· Observe the cleanliness of my area.

On The Job Training:
HEADQUARTERS PHILIPPINE ARMY

OFFICE OF THE ARMY ADJUTANT GENERAL 

Fort Andres Bonifacio, Makati City Philippines.

My job responsibilities included the following:

· Encoding

· Filing


EDUCATION:

1991-1997 Guadalupe Nuevo Elementary School
Makati City. Philippines.

1997-2001
Fort Bonifacio High School

                          Makati City. Philippines.

2001-2003 System Technology Institute

.
Course:  Associate in Office Management


PERSONAL INFORMATION:

· Date & Place of Birth:  November 21, 1984- Fort Bonifacio Makati City, Philippines.
· Visa Status:  Residence Visa (servant) with N.O.C.  ( March 06, 2008 up to March 05, 2010 )
· Nationality:  Filipino

· Status:  Single  

