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PROFESSIONAL  EXPERIENCE

COMPANY :

ACTS Review and Tutorial Center



August 1, 2002 – June 15, 2007



POSITION :

Administrative  Staff

DUTIES  and  RESPOSIBILITIES :

· Receive phone and walk-in queries of clients

· Receive resume and give exams to teacher applicants

· Handle filing system

· Encode test guides, and office paper works

· Prepare and arrange review and tutorial schedule 

· Prepare and arrange review materials

· Prepare the statement of account of students

· Receive payments of students

· Prepare the payroll of employees

· Record and document expenses

COMPANY :

Reedley  International  School



November 5, 2001 – February 5, 2002



POSITION :

Administrative  Staff

DUTIES  and  RESPOSIBILITIES :

· Answer to the needs of the Head of Student Affairs

· Answer to the needs of the Head of Academic Affairs

· Answer to the needs of the Head of Administration

COMPANY :

AMCI  Center for Math and Science



June 1,1999 – October 31, 2001



POSITION :

Administrative  Assistant

DUTIES  and  RESPOSIBILITIES :

· Handle filing system

· Communicate with clients

· Prepare and arrange review and tutorial schedule 

· Prepare and arrange review materials

· Prepare the monthly billing of students

· Prepare the payroll of employees

EDUCATIONAL  BACKGROUND

COLLEGE







1994 – 1998 

University of Santo Tomas

España, Manila

Bachelor of Science in Biology

SECONDARY







1990 – 1994 

Sta. Ana Parochial School

Sta. Ana, Taguig, Metro Manila

PRIMARY







1984 – 1990 

Sta. Ana Parochial School

Sta. Ana, Taguig, Metro Manila

TRAINING

Caregiver Training Course





Feb. - Aug. 2002

Fil-Canadian Training & Development Center



 

   (plus First-aid Training)

SKILLS  &  INTERESTS

Typing; Filing; Knowledge in Computer:  Microsoft Word, Power Point, Excel, Publisher; playing volleyball & badminton;  cross stitching; crocheting; cooking; baking

PERSONAL  BACKGROUND

Date of Birth :

May 28, 1977


Place of Birth :

Taguig

Age :


30 yrs. old 


Weight :

140 lbs.

Sex :


Female



Height :

5’2

Status :

Single



Citizenship :

Filipino

