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POSITION APPLYING FOR: 

Teacher/ School Registrar / Administrative Asst.
CAREER OBJECTIVE:


To obtain a challenging position in the company that would benefit my qualification and to explore a new career that would develop and widen my knowledge and experience.

SKILLS & QUALIFICATION:

· Strong organization and analytical skills      

· Highly motivated, hardworking and self-driven professional.

·  Over eight years of working experience with diverse environments.     

·  Software; MS Word, MS Excel and internet research

· Very good in written & oral communication skills.

· Greatly thorough and organized in approach to work. 

· Excellent in time management and exceptional ability to consistently bring necessary task to completion.

· Strong interpersonal skills and deep ability to achieve the desired results in a fast paced and multi-tasking environment.

WORK EXPERIENCE

Instructor I                                        
                                           
June 2005 – May 2009
Occidental Mindoro National College







San Jose, Occ. Mindoro, Philippines

· Developed syllabus and instructed in multiple subjects including General Education and Professional Subjects.

· Identified individual students’ needs and called upon the services of resource personnel as necessary.

· Participated in different seminar, workshops, trainings and other related activities for professional growth and development.

· Planned and supervised class educational tours, mini symposiums relevant to subjects taught.

· Assisted in the Accreditation Program of the Institution and acted Focal Person of the said program.

Executive Secretary






                  June 2004 – February 2005

International Programming Network - Dubai

Dubai, UAE

· Handle day-to-day correspondence (both incoming and outgoing)

· Managing complex diary schedules and making appointments

· Taking actions where needed

· Maintaining and updating all necessary records, files and database

· File and manage confidential data

· Screening telephone calls

· Implement policies and procedures for production of documents, work flow, filing, ordering of supplies, records maintenance, and other clerical services
Registrar








June 2001 – May 2004

Divine Word College

Occidental Mindoro, Philippines
· Establish and maintain good rapport with students, employees and community. 

· Assist administrator with the development of the master schedule and maintenance and direct information to appropriate personnel.

· Register and schedule all students in appropriate classes. 

· Maintain up-to-date computer records on each student. 

· Interpret and input pertinent information from new student files and transcripts.

· Process student withdrawals, transfers and notify appropriate personnel. 

· Perform all attendance clerk duties. 

· Perform general office duties. 

· Assist students with their academic, social and behavior goals. 

· Maintain Student financial accounts as necessary. 

· Other job-related duties as assigned. 

EDUCATIONAL ATTAINMENT
Masters in Development Education


June 2001 – March 2009
Occidental Mindoro State College
San Jose, Occidental Mindoro, Philippines

Bachelor of Science in Secondary Education

June 1995 – March 2000
Major in General Science

Divine Word College

San Jose, Occidental Mindoro, Philippines
PERSONAL DATA
Date of Birth: 
July 30, 1978
Status            :    Married 

Citizenship   : 
Filipino

Height           : 
5”4   

Language      : 
Filipino/English  

