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Curriculum Vitae

POSITION APPLIED FOR:
EXECUTIVE SECRETARY – HR/ADMIN 

PROFICIENCIES:

HUMAN RESOURCES:
· Filing of important documents – personal profiles of employees.

· Handles recruitment and trainings.

· Monitors employee’s attendance, absences and tardiness, VL/SL.

· Makes memos to certain employees.

· Provides briefing, support and guidance to employees

· Handles advertisement of local hiring.

· Monitor of office supplies and procurement.

· Handles minutes of meetings

· Represent the office to different government and private agencies.
· Arranging meetings and seminars for various local employees.

· Prepares training materials and supplies.
· Performs duties and responsibilities assigned from time to times.

Other Skills:

· Computer literate  (MS Office)

· Can operate office machines

· Driving 

· Can do correspondences

EDUCATIONAL BACKGROUND:                                          PERSONAL DATA:
Graduate School:





Date of Birth
: December 23, 1971
 

De La Salle University


Place of Birth
: Philippines
 Master of Arts in Education                             Nationality
: Filipino
Major in Special Education                               Religion 

: Roman Catholic

 

Year Taken: 2005 up to present

Civil Status
: Married
(Thesis Preparation)



Certificate Program:






University of the Assumption


Teacher Certificate Program

Year Taken: 2004-2005

Tertiary:






ELIGIBILITIES:
New Era University
Bachelor of Science Major in Psychology
Licensure Examination for Teachers
Year Graduated: October 1992

Date Taken:     August 2005
Secondary:


Philippine Women’s University

Career Service Professional
Year Graduated: 1988


Date Taken:      July 2002
Primary:



Minalin Central Elementary School



Year graduated 1984


WORK EXPERIENCES:

Adviser/Subject Teacher/Subject Moderator/Regular Employee:

Inclusive Dates: School Year 2006 – 2007

Grade School Teacher/Adviser – Grade 2 - Piety

 

Mary The Queen Academy  Cabalantian, Bacolor, Pampanga Philippines

 Telephone  No.: 045 963-0661

Job description:

· Handled the different  activities of the advisory class.
· Made sure that all requirements the schools were met by the class.
· Guided the class as to the proper decorum in their encounter with other people.
· Made sure that the classroom was conducive to learning.
· Coordinated/communicated with co teachers/subject teachers of the class in regards to problems encountered / achievements /progress of the child.
· Made sure that all correspondents made between subject teachers to parents, parents to teachers, parents to administrators and vice versa were carried out.
· Reported /coordinated with the Guidance Office as to the misbehaving pupils(s)
· Made counseling sessions with students as well as with their parents.
· Made home visitations.
· Monitored and made evaluations and accomplished progress reports of the pupils.
· Prepared lesson plans
· Prepared instructional Materials
· Prepared test/quizzes/projects
· Prepared/executed experiments
· Made sure that the students understood and learned the lessons presented.
· Performed remedial lessons to students in need.
· Handled the Science Club

· Assisted students in their educational trips.

· Coordinated with the School Administration, parents and other concerned individuals as to the activities that will be  undertaken by the primary level

· Performed duties and tasks assigned by the administration in connection with school activities and programs

· Assisted parents and students in their concerns.

PRIVATE SECRETARY
Inclusive Dates :
July 2001 to June 2006

Office of the Mayor

· Handled personal and confidential papers and transactions of the Municipal Mayor

· Supervised the staffs under the Mayor’s Office

· Made contracts in behalf of the Municipality of Minalin and other agencies concerned.

· Procured materials or supplies needed for the projects of the Municipal Mayor.

· Assisted the Mayor in his daily activities.

· Assisted the different departments as to the implementation of their programs/activities.

· Coordinated with other government and private agencies as to the projects implemented.
· Represented the Municipal Mayor to the different activities or programs that he cannot personally attend.

· Assisted different government and private entities in their medical missions.

· Assisted guests in their visit to our Municipality.

· Assisted town mates in their problems and recommended other agencies that could help them in their needs.

· Organized meetings of the Municipal Mayor with other departments both in government and private offices.

· Assisted in the organization of seminars of local officials.

· Performed other duties and tasks that were assigned in the connection with the programs and activities of the Municipal mayor.

CAREER/PROFESSIONAL DEVELOPMENT:
(Trainings and seminars attended will be provided upon request)

