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OBJECTIVE : To give a sincere and dedicated service as to fulfill the best of my ability the duties and responsibilities entrusted to me.
EDUCATIONAL BACKGROUD:

Tertiary:    
 
         Bachelor of Science in Home Technology




( Major in Education)






Mariano Marcos State University





Holder of Professional Teacher’s License





Secondary:


Batac National High School





Ilocos Norte 
WORKING EXPERIENCE:
June  2004  - December  2007

Sun Hwa International Academy

                                                

Antipolo City, Philippines 
English as a Second Language (ESL) Instructor

One of the elite schools for foreigners/expatriates who wish to learn English as a second language.  Students were primarily Korean /Japanese/Cantonese expatriates who wish to improve or speak in English fluently.  Job entails one on one, group class and fun activities to practice the correct usage of English grammar and develop authentic American accent
May 2003 -  April 2004


Sun Hwa International Academy
                                     


 Antipolo City, Philippines

 Receptionist/Cum Secretary
· Assist the Managing Director in all Secretarial and Admin support. 
· Be able to carry multi-tasks and act on own ability
· Preparing proposal/agenda’s, Drafting letters, memos & reports.
· Maintain a proper filing system.
· Maintaining and liaising with various suppliers and managing inventories for the office material database.
· Coordinates regular mass mailings in coordination with Marketing
· Coordinates all administrative functions with Operations Department
· Creates master copy of all registration forms
· Handles all copying and other miscellaneous duties as assigned
· Handles telephone incoming and outgoing call
March  1999  -  March 2003



Inventory Controller/ Sales – part time job
· Handles sales orders and its invoicing and deliveries. 

· Attends to all types of post sales transaction, complaints and inquiries. 

· Assists in preparing reports Annual Budget Forecast. 

· Assist in  preparing the weekly and monthly reports pertaining to product costing and inventories (i.e. stock ordering, stockholding, Cost of Good Sold, Updated Product Costing, Reconciled Actual Inventory vs. Per Books, and Stock Analysis).

· Conducts marketing and selling operations for all products

SKILLS:

Science/ESL Teaching

Public Speaking

Computer Literate Windows Office 

Can speak basic cantonese

