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OBJECTIVE:  To be part of a team for the progress of the company, enhance my skills, integrate my                                                   knowledge and develop my competence and be a successful individual for the vision, mission and goal of the company.
WORKING EXPERIENCE:

Dubai International Academy
Emirates Hills,Dubai UAE

Teacher’s  Assistant
September 11, 2006 – Jan. 20,2008
· Discuss assigned duties with classroom teachers in order to coordinate instructional efforts. 

· Prepare lesson materials, bulletin board displays, exhibits, equipment, and demonstrations. 

· Present subject matter to students under the direction and guidance of teachers, using lectures, discussions, or supervised role-playing methods. 

· Tutor and assist children individually or in small groups in order to help them master assignments and to reinforce learning concepts presented by teachers. 

· Supervise students in classrooms, halls, cafeterias, schoolyards, and gymnasiums, or on field trips. 

· Distribute teaching materials such as textbooks, workbooks, papers, and pencils to students. 

· Distribute tests and homework assignments, and collect them when they are completed. 

· Enforce administration policies and rules governing students. 
                   SMART COMMUNICATION INC.PHILIPPINES
                   Malolos,Bulacan

                   Marketing Assistant
May 2, 2004 – August 10, 2006
· Corroborate with several internal and external working groups to initiate new service launch.
· Monitor product distribution, sales growth and sales-force performance.

· Maintains harmonious relationship with internal and external customers

· Attend/ Coordinate with events team when necessary. 

· Assists in the development of promotional strategies and product development.

· Processing order, invoicing and delivery queries.

· Provide high level service through building strong customer relationships.

· Handle customer complaints.
· Manage timeline, budget, content and all the risks related to the responsible services/ product.
· Maintain an organized and effective filling system.

· Perform other related duties.
                  LYDIA’S LECHON & RESTAURANT Q.C.PHILIPPINES 
                 118 East Ave, Quezon City

             Auditor
May 5, 2003 – April 06,2004 
· Handle accounting transactions including preparation of receipts, invoices and processing payments.
· Reconcile report discrepancies and problems.

· Verify financial transactions and follow-up with debtors.
· Audit of Order Slip & Official Receipt vs. Journal tape transactions.

· Audit outlet’s remittances vs. dep. Slip / passbook.
· Prepare the daily cash position report.
· Monitor the sales reading of all branches everyday.
· Place, answer and screen telephone calls.
LEGEND INTERNATIONAL RESORTS LTD.PHILIPPINES

Subic Bay Freeport Zone, Olongapo City
Human Resources (Benefits Section) Department
HR Assistant

June 24, 2002 – November 15,2002
· Arrange/ reviews overtime records of the staff.
· Types/Encodes overtime reports.
· Logs Incoming / Outgoing documents, letters & others documents.
· Maintains filing records – keeping system of the unit.
· Answers telephone calls & records messages received that require attention action by the unit.
· Performs other function that may be assigned for time to time.

· Preparation of government forms as requirements for applicants who successfully passed the screening process.
·  Checking / reviewing of pre-employment requirements of newly hired personnel.

TRAINING EXPERIENCE:

MAX’S RESTAURANT
Kitchen and Dining Area
November 13, 2000 – February 20, 2001 

SEMINARS:

Hotel and Restaurant Services Management

February 18, 2006 – May 10, 2006
Pre – Employment Seminar Sponsored by SBMA & DOLE

Valencia Hall Gymnasium Bulacan State University
March 20, 2003
Courtesy and Customer Service Training
Omega Room, 2nd Floor Legenda Hotel

September 27, 2002 
SCHOLASTIC RECORD:

Bachelor of Science in Industrial Technology
Major In Food Technology
Bulacan State University
June 1999 – April 2003 
Age

 ……………
26 yrs. old

Date of Birth
…………….
April 11,1982

Nationality
…………….
Filipino

Gender

…………….
Female

Civil Status
…………….
Single
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