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Teresa.60150@2freemail.com 
OBJECTIVE:

To work in an environment that will integrate and enhance the knowledge and skills that I may acquire in other fields and to enhance and explore acquired training and expertise I had experienced.
WORK EXPERIENCE:

SHINE GULF TOURISM CO. LLC ( Dubai, UAE )

(May 2007 – present) 

SECRETARY CUM RECEPTIONIST 


Job Description

· Coordinating to ticketing Agency

· Responsible in handling incoming & outgoing phone calls.

· Preparing Invoices

· Arrange a booking to the Hotel & Ticketing Agency

· Maintaining the files.

· Handling daily correspondences.

· Transmit and receives documents through fax machine.
GNC COMPUTER LLC ( Dubai, UAE )

(October 2006 – February 2007) 

SECRETARY CUM TELEMARKETER


Job Description
· Responsible in handling incoming & outgoing phone calls.

· Preparing Invoices

· Handling enquiries & sending quotation

· Maintaining the files.

· Handling daily correspondences.

· Transmit and receives documents through fax machine.
· Transact to different clients.
CHRISTIAN SCIENCE ACADEMY ( Calamba City, Philippines )
(June 2004 – April 2006)

TEACHER 



Job Description

· Teaching all subjects for elementary level.

· Preparing the files & records of the children.

· Supervising the children in maintaining cleanliness & orderliness of the classroom.

· Attending school meetings & seminars 

· Participating in the school programs & other activities.

CHRISTIAN SCIENCE ACADEMY ( Calamba City, Philippines )

(June 2002 – April 2003) 

RECEPTIONIST CUM SECRETARY


Job Description

· Coordinate school meetings.

· Responsible in handling incoming & outgoing phone calls.

· Perform other duties that may be assign by the principal.

· Monitor the time card of the entire employee.

· Maintaining the school files.

· Handling daily correspondences.

· Transmit and receives documents through fax machine.

SEMINARS & TRAINING:




December 2000
OUT CAMPUS TRAINING







Teaching elementary pupils







Pila Central School







Pila, Laguna




June 2003

LAPRISADA







Seminar for Teacher







Canossa School, Sta. Rosa, Laguna

EDUCATION:
TERTIARY


LAGUNA STATE POLYTECHNIC COLLEGE




(1997 - 2001)

Sta. Cruz, Laguna Philippines





COURSE:


B. S INDUSTRIAL EDUCATION / Major in Home Economics
SECONDARY
LAGUNA COLLEGE OF ARTS & TRADES


(1993 - 1997)

Sta. Cruz, Laguna Philippines

ELEMENTARY
POOK ELEMENTARY SCHOOL

(1987 – 1993)

Pila, Laguna Philippines

PERSONAL DATA:

Date of Birth:

January 3, 1980

Place of Birth: 
Muntinlupa, Metro Manila

Sex: 


Female

Civil Status:


Single

Height:


5’0

Citizenship:


Filipino  

Visa Status:

Employment Visa

                                                                                ____________________________

