Career Objective

To obtain a position in a company where my background, accomplishments, experiences and proficiency could be practiced.  The said company shall also allow me opportunity for growth as new experiences and knowledge always bring forth personal and career development.

Personal Profile

Hardwork and perseverance have always been personal guiding principles all throughout my employment history.  I believe that new things can be learned when these virtues are to be present.  My love for travel and exploration of new things has brought me to this place where almost everything is new and a wonder yet.  I love to deal with people and if given the opportunity I would like to learn languages.

Qualifications

· High level of computer / Internet literacy

· Good background in administrative functions, teaching, research, content writing, marketing, customer service, and publication work
· Ability to work under pressure
· Keen attention to details
· Good communication skills in English both written and verbal
Work Experience
Electronic Content Developer

Assistant Recruitment Consultant
Admin, Recruitment, and Marketing Coordinator
Secretarial and Business Services UAE
January 6, 2008 – Present

· write advertisements for the job requirements posted by clients and post it in the company website as well as do the layout for Gulf News job posting

· write content for website, draft automatic and special responses to clients and candidates regarding job requirements 

· Assist in the recruitment process by calling applicants for interview, shortlisting, submitting CV’s of qualified applicants, setting up interview of candidates with clients, following up with the job order

· Attend to admin related functions such as managing the reception, assisting in the delivery of tests for candidates, handling the petty cash, booking mails / cheque collections / invoices, and other related tasks
· Establish good relationship with clients and candidates by replying to their mails and queries on time, and assisting them in their requirements

Office Administrator

CERNER Middle East, UAE

December 5, 2007 – January 4, 2008

(Temporary Position)
· Received calls / mails and forwarded them to the concerned staff

· Arranged schedule of the use of training rooms by consultants and guests

· Booked hotel accommodation, flights, local transport of guests / speakers / delegates of the training held by the company

· Booked mail pick up and delivery

· Ensured that all office supplies were available and that equipment are in good condition and ready for use

Tutor

June 2000- October 2007

· Taught English to Korean, Indian, and Chinese children and parents
· This was part time work thus time encompasses other work engagements.

· Started teaching when I was in High School, Senior level
Research Staff

Brokenshire College, Philippines
July 2007- October 2007

· A short stint in the Research Department as the academe needed someone to assist the Research Director in its first venture to partnership research

· Handled the publication of the institution’s Research Module from conceptualization to printing to distribution
Electronic Content Developer

January, 2004- July 2007

Press and Publication Coordinator

July, 2005- July 2007

Editor (Psychology and History modules) 

AY 2005-2006, AY 2006-2007

Part-time College Instructor

AY 2005-2006, AY 2006-2007
Student Publication Adviser

AY 2005 - 2007
· Served Brokenshire College, one of the leading Nursing schools in the Philippines, in several ways

· Gathered data and wrote content for the official website of the institution
· Assisted in the development and production of electronic modules for e-Learning assisted courses
· Scheduled the use of the E-Learning laboratories

· Handled correspondence for the department
· Wrote regular reports for the department and presented them during Management Review sessions

· Acted as the Executive Assistant of the e-Learning Director

· Lead the Publication Team in coming up with regular newsletter

· Edited several modules, both in book form and in electronic form

· Taught English, Literature, Technical and Creative Writing 

· Handled the students’ official publication by acting as Technical and Creative Adviser
Research Assistant
Social Research, Training and Development Office (SRTDO), Davao City, Philippines

December, 2003

· The SRTDO is the social concerns wing of the research department of Ateneo de Davao University (ADDU), one of the more widely known universities in the country.
· The research was titled ‘A Study on the Commercially and Sexually Exploited Children in Davao City’, funded by the International Labor Organization, in coordination with the different Non-government Organizations for children and for women in prostitution.
· This was a volunteer-based engagement.
Research Assistant

University of the Philippines-Mindanao (UP), Davao City, Philippines
April-July, 2003
· UP is the leading state university of the Philippines.  This was a short-termed project thus a period of only 2 months.

· The research was titled ‘Study on the Different Languages in Mindanao’ which brought the applicant to far-flung areas of the region.
Administrative and Finance Officer

Philippines
February, 2002- April, 2003

College Instructor for English, Literature, Technical / Creative Writing
University of Southeastern Philippines Philippines
June, 2000- October, 2001
Pre-school Teacher

APO Learners’ Home, Inc., Philippines
April- June, 2000 (Temporary Position)
Academic Background 

Graduate:

Master of Science in Development and Communication Management

University of Southeastern Philippines

 (Completed Academic Units)

College:

Bachelor of Arts in English, major in Creative Writing




University of the Philippines-Mindanao Campus




Davao City




1996-2000
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