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Communications Graduate, with six years progressively responsible work experience, seeks new horizons where knowledge and skills can be applied. 

Highlights

· Leadership charisma

· Sense of responsibility

· Highly inquisitive

· Creative and resourceful

· Excellent skills in oral and written communication

· Knowledgeable in Microsoft Word, Excel and Powerpoint

WORK EXPERIENCE

· Events Planner/Coordinator  (Part-Time)           August 2002 – March 2007

Duties & Responsibilities

1. Prepares necessary documents (correspondence) in marketing the event

2. Facilitates programs on various functions (Birthdays, Weddings & Pageants)

3. Organizes the production of every activity, delegates the tasks to production assistants

4. Contributes in conceptualizing the total design and production of events

5. Handles the clients’ inquiries

6. Responsible in booking for venues and guests and follow-ups

· Speech Laboratory Custodian/ Office Assistant (Part-Time Faculty)

      San Sebastian College – Recoletos de Cavite,     (June 2004 – March 2007)

Duties & Responsibilities

1. Responsible for manning the laboratory

2. Prepares the necessary business correspondence for the needs of the laboratory

3. Assists the instructors on facilitating the lessons with the use of the equipment

4. Responsible for organizing and filing the materials/modules to be used by the instructors in their speech classes.

5. Responsible for touring academic personnel and guests during their visits in the laboratory.

· Full-time Faculty


                           June 2001 – May 2004

      San Sebastian College-Recoletos de Cavite, Inc.

     Duties & Responsibilities

1. Handle Speech and other Communication Arts subjects

2. Involve in making of syllabi of the said subjects

3. Facilitated seminars on Speech Improvement and Workshop on English Sounds

4. Teaches and deals responsibly with the teaching assignment, including the preparation of lectures and regularity in meeting scheduled classes

5. Updates and upgrades oneself professionally through advanced courses or special studies and through attendance & participation in seminars/workshops to be able to be abreast of modern concept and practices in the academe

· Organization Adviser (SPEAK Office)             June 2002 – March 2007

San Sebastian College-Recoletos de Cavite, Inc.

      Duties & Responsibilities

1. Involved in overseeing the organization’s activities and projects

2. Supervising the students with numerous events sponsored by the organization

3. Responsible in handling the correspondence needed for the organization

4. Coordinating with school’s head and administration for the progress and growth of the organization

5. Contributes in conceptualizing ideas with the students

· Marketing Assistant/Project Coordinator         February – April 1999

      Icon Communications

                            
      Duties & Responsibilities

1. Prepared daily reports and other documents necessary for the 

      implementation of the marketing plan

2. Handled calls from various clients participating for the company’s project

3. Assisted in devising a marketing strategy for projects accepted by the company

4. Assisted in various activities of the marketing officer

EDUCATIONAL BACKGROUND


Special Course on English Conversation Fluency 3
June – August 2001

SpeechPower Philippines


Taft Avenue, Manila


Special Course on Intensive Grammar Review 6
 June – August 2001


SpeechPower Philippines


Taft Avenue, Manila

Bachelor of Arts in Mass Communications

March 1999


San Sebastian College Recoletos


Cavite City

PROFESSIONAL DEVELOPMENT

· Finding Words: Developing Effective Writing in the English Language Classroom

San Sebastian College-Recoletos de Cavite, Inc. (June 2004)

· Measuring Advertising Effectiveness in Radio and TV

Polytechnic University of the Philippines (February 2004)

· Workshop on English Sounds: Applied Phonetics and Phonology

Palma Hall, University of the Philippines (May 2003)

PERSONAL PARTICULARS


Age


:
28 yrs. old


Date of Birth

:
21 November 1978

Civil Status
            :  
Single


Nationality

:
Filipino

