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WORK EXPERIENCE:

San Mateo Municipal Office

Administrative Assistant, July 2003 – September 2007 (4 years)
· drafting correspondence, reports or proposals;

· recommending improvement in operating procedures or administrative practices;

· drafting meeting agendas, recording and preparing minutes for meetings, conducting research;

· participating in the recruitment process, coordinating training programs, performs related duties as required.
Systems Technology Institute, Marikina City

College Instructor, October 2006 – April 2007 (1 semester)
· Reporting directly to the College Dean;

· Assist and directs the work of students to promote learning and improve student outcomes;\\

· Direct teaching contact with students;

· Provide coherent and planned lessons and learning activities;

· Participates in other teaching related activities;

· Perform additional duties allocated by the dean in accordance with state system

requirements and school council policies.
Japan
Overseas Filipino Worker (OFW), June 2001 – May 2003 (2 years)
· Reporting directly to the club manager;

· Perform total entertainment from singing, dancing, comedy act and hosting.

PhilCraft
Direct Sales Agent, June 2000 – May 2001 (1 year)
· Reporting directly to the Area Sales Manager;
· Perform the sales process to prospective clients(from sales call to after sales service);

· Maintain existing clients and continuously looking for fresh some more.
Uniwide Sales, Inc.

Administrative / Training Officer, April 1997 – June 2000 (3 years)
· Reporting directly to the HR Supervisor;
· Perform administrative and office support activities;
· Schedule and conducts Basic Orientation program (3x a week) to all newly recruited sales personnel;

· Schedule and conducts Higher Training program to all Supervisors and mangers;

· Prepare and contributes in the formulation of new training modules;

· Perform other clerical tasks as may be required.
INMARK, Corporation
HR Sales Training Officer, July 1995 – March 1997 (2 years)
· Reporting directly to the Sales Training Supervisor
· Conduct Basic Sales Training program for all newly recruited sales personnel (3x a month for Metro Manila, quarterly for provincial)

· Conducts higher training program (quarterly) for all newly promoted Supervisors and Managers
· Input confidential sales reports
· Motivate and coordinates with sales representatives as to their sales performance
· Perform other office tasks as may be required
Philippine Packings and Seals Corporation (PPSC)

HR Recruitment and Training Assistant, June 15, 1994 – June 1995 (1 year)
· Reporting directly to the HR Manager;
· Responsible for the sourcing of applicants for existing manpower requirements through campus recruitment, advertisement, referrals and any other way;

· Conduct initial interview to ensure the applicant’s ability to take the Psychological and battery tests;

· Prepare and expedite papers of all personnel movements.
· Perform other office tasks as may be required.
EDUCATION:

Bachelor in Human Behavior Technology (Psychology)

Polytechnic University of the Philippines, Sta. Mesa, Manila (June 1988 – April 1994)
Continuing Professional Education (CPE) 

Marikina Polytechnic College, Marikina City (June 2006 – October 2006)
Secondary Education

Ponciano Bernardo High School, Quezon City (June 1984 – April 1988)
PERSONAL DATA:

Birthdate:
May 19, 1971



Birthplace:
Quezon City, Philippines

Citizenship:
Filipino




Civil Status:
Single

SKILLS and INTERESTS:

· Computer literate
· Fluent in Filipino, English and Japanese Nipon go
· Time management & Organizational skills
· Presentation & Platform skills
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