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SUMMARY OF RELEVANT QUALIFICATIONS
· Licensed Teacher 

· With more than 3 years experience in school-office administration

· An experience product specialist with skills in promotional tactics 

· Computer literate and proficient in Microsoft Office applications e.g. Word, Excel, Powerpoint 
· A pro-active, intelligent, initiative and motivated team player with an unwavering commitment for excellence at work; an excellent organizer with keen attention to details and able to work effectively and efficiently even under minimum supervision and time restraint

EMPLOYMENT EXPERIENCE 
Bright Rock School

Philippines
Company Profile:
An elementary and kindergarten foundation school dedicated to the integral development of each individual by molding the whole self to serve life’s calling; Recognizes the multiple intelligence of a child and develop it through various activities both academic and co-curricular;  

Student Affairs Coordinator  



June 2007 – March 2008
Reporting directly to the School Director 

· Assists with departmental planning efforts and operational tasks

· Assists with interpretation and implementation of policies and procedures 

· Provides leadership and support to staff to build positive, stable communities that foster opportunities for student growth, group interaction and self-responsibility

· Provides the opportunity for students to participate in a variety of social, recreational, cultural and educational activities to mold students into a holistic competent individual

· Maintains a strong relationship with the students’ parents by encouraging them to get involve in all school activities which require their presence 

Administrative Assistant 




October 2004 – May 2007
Reporting directly to the School Director
· Coordinates with the Department of Education on the school’s adherence to the standards set forth 

· Consolidates necessary reports of all teachers and staff for submission to DepEd 
· Conducts promotional activities to acquire more enrollees and to maintain the good institutional background 

· Attends to adhoc queries regarding academic and co-curricular activities   

· Monitors the repairs and maintenance of the school facilities

· Arranges weekly meetings with the teachers 

MONDE NISSIN CORPORATION

 

June 2003 – May 2004
22F 6750 Tower Ayala Avenue Makati City, Philippines

Company Profile:

Monde Nissin Corporation has been giving Filipino consumer quality products and excellent service for the past 23 years. The company has consistently been among the top corporations in the Philippines and is consider as one of the industry leaders in both noodles and biscuit product category. From its first biscuit, Monde Nissin Corporation has evolved into a premier Food Company since 2000. 

Product Specialist

Reporting directly to the Sales Agent




· Responsible for generating and following up on leads

· Handles product presentation, pricing and inventory and other marketing promotional campaigns to maintain high sales of the product
· Ensures prompt delivery of goods to cater orders on customers demands
· Maintains awareness of competitors updates to facilitate changes in the promotional tactics
PROFESSIONAL AFFILIATION

· Member, Professional Teachers of the Philippines

EDUCATION

· Xavier University – Education Research and Review Center, Philippines

Licensure Exam for Teachers Review


 
June - August 2004

· Xavier University – Ateneo de Cagayan, Philippines

Bachelor of Elementary Education
 


SY 1997-2001

· St. Mary’s Academy of Jasaan, Philippines

Graduated With Honors





SY 1993-1997

ACHIEVEMENTS

· Passed Licensure Examination for Teachers 


August 2004
Professional License No. 0871329
· Recipient, Full Academic Scholarship

Commission on Higher Education




SY 1997-2001
PERSONAL INFORMATION


Age


: 28 years old


Date of Birth

: April 4, 1980

Marital Status

: Single

Nationality

: Filipino


Language Proficiency
: English & Tagalog 


Expected Salary
: AED 3,000.00 – 4,000.00
