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29 May 2008

Dear Sir/Madam:

I intend to submit application and take the opportunity in exploring the chance of rendering my service to your good firm as Office Staff/ Secretary.

I am a graduate of Bachelor in Secondary Education Major in English October 2002.  During my senior year in college, I had a chance to practice my teaching profession in respective private and public schools in the Philippines.  I also had summer job in the Engineering Department in Municipal Hall in our town as an office staff.  I worked as a production operator in two respective multinational electronic companies in the same country. Recently, I have worked in a prominent college in Batangas City Philippines as an educator in secondary level.  My work experiences have been valuable additions to my educational background.

I wish to get a chance to converse with you my credentials and goals.

Attached herewith is my Curriculum Vitae for your further reference on my background.  I am present here in Dubai on visit visa.  I hope you will find my qualifications appropriate for the position I am in search of.

Thank you very much.

	
	


	SUMMARY OF QUALIFICATIONS

CAREER OBJECTIVES
	A registered Secondary Teacher from Philippines with four-year experience in the field of education. Computer literate – proficient in using Microsoft Windows, Word, Excel, Internet. An excellent team performer with above average human relations and communication skills, able to work well in all levels of organizations. Flexible and capable to work in stressful situations to achieve deadlines and keen on learning and applying new technology.
· To be given the chance to apply the knowledge and skills gained from curricular and extra-curricular practice

· To utilize working capability and knowledge by working with trained and experienced contemporaries 

· To devote my service to the company I’m working for 

· To develop personality through exposure to real working condition 


	WORK EXPERIENCE
	Office Staff                                                           April-May 1999
(SPES) –Special Program for Employment of Students                                                         

Enginneering Department, Municipal Hall

Sariaya, Quezon Philippines  

      Works as student clerk in the Municipal Hall

· Assists clients who has transaction in the department
· Accepts request of materials and prepares written report for it

Production Operator                                           May 1997-April 1998

DynaGrowth Company

Sucat Paranaque City Philippines

     Works as production operator of the assembly department.

· Cheks the part of hard disk and connect it to the main part
· Tallies and computes the input and output after production

Production Operator                                          January – October 2002            
Nidec Philippines, Sta. Rosa Laguna Philippines

    Works as production operator of the assembly department

· Connects major part of the PC drive
· Tallies and computes the input and output after the production

Instructional Manager                                          February-April 2004

Non-Formal Education

Concepcion Pinagbakuran, Sariaya, Quezon Philippines

     Works as an instructional manager to out-of-school youths of the barrio:

· teaches the students the academic and non-academic course
· guides the students to perform the activities given by the required module from the Department of Education
· helps the students to enhance and develop their talents and personality so that they are ready to face others without fear and intimidation

Secondary Teacher                                      April 2004-April 2008

Saint Bridget College

Batangas City Philippines                                    

Works as a Filipino language and literature teacher in the high school       department:
· Teaches students using systematic plan of lectures, demonstrations, discussion groups, seminars and independent or group projects
· Evaluates progress, determines individual needs of students, makes written reports out of it, and discussed results with parents and other school officials
· Monitors students all through curricular and extra curricular activities
· Prepares visual aids and various teaching materials

· Assists in the department’s committee programs
· Participates seminars and workshops with reference to guidance and counseling, legal issues  on education, and teaching strategies specifically the application of technology in classroom settings

	EDUCATION
SEMINARS ATTENDED


	Bachelor of Secondary Education Major in English

Manuel S. Enverga University Foundation (Main Campus)

Lucena City Philippines

1999-2002

· Registered Teacher

             Republic of the Philippines (2006)

             Professional Regulation Commission (Manila Philippines)

Computer Literacy Program
Recto Memorial National High School

Tiaong, Quezon

Transformative Education: A Continuing Advocacy for a Proactive Citizenry

Saint Bridget College, Batangas City, Philippines
November 4, 2006

Translating Multiple Intelligences into Effective Classroom Activities

Philippines
November 5, 2005

Revitalizing The Language and Literature Classroom

De La Salle University-Dasmarinas

Dasmarinas Cavite Philippines

September 16, 2006



	PERSONAL INFORMATION
	             Date of Birth     :               May 23, 1980
            
Civil Status       :

Single     
           
Nationality       :   
Filipino


           
Sex                  :                Female

         
Language spoken:              English and Filipino


	
	


