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Objective:



To land on the job that would best suit my skills, interest and knowledge.

PERSONAL DETAILS:

DATE OF BIRTH

:
December 04, 1981
PLACE OF BIRTH
:
Manila
CIVIL STATUS

:
Married
RELIGION

:
Catholic
NATIONALITY

:
Filipino

EDUCATIONAL ATTAINMENT:

ANGELES UNIVERSITY FOUNDATION

Angeles City, Philippines

September 2007
   Masters of Arts in Education, (33 units)

   Transcript of Records
ANGELES UNIVERSITY FOUNDATION

Angeles City, Philippines

April 2002
 Bachelor of Science in Education,

 Diploma

WORKING EXPERIENCES:
BASIC ACCOUNTING INSTRUCTOR

STI College 


City of San Fernando, Philippines

June  2003- March 2008

· Performed account reconciliations and general ledger entries. 

· Improved processes in relation to internal audits compliance. 

· Posted to General Ledger accounts and performed cash flow analysis. 

· Monitored proper controls and systems to effectively manage inventory levels.

COLLEGE INSTRUCTOR

STI College 


City of San Fernando, Philippines

June  2003- March 2008
· Taught National Service Training Program, Basic Accounting, Professional Ethics,  

· Values Formation and Filipino Subjects.

· Organized cooperative learning activities.

· Implemented portfolio grading system.

· Incorporated new texts into standard curriculum.

· Tutored students seeking additional guidance with course work.

· Assessed student performance throughout the term.

· Conducted individual student conferences.

· Chaperoned field trips and school activities.

· Implemented creative curricula utilizing outcome-based education & alternative assessments.

· Participate in monthly staff meetings and quarterly company staff meetings and trainings. 

· Engage in academic activities with selected students either one-on-one or with small groups. 

· Support to build the academic, social, and personal development of the students 

· Complete daily and monthly paperwork highlighting the students progress

· Manage behavior and resolve conflicts. 

· Manager of the class
FILIPINO COORDINATOR/ NSTP COORDINATOR

STI College 


City of San Fernando, Philippines

June  2003- March 2008
· Taught environmental issues

· Worked in all areas of public and environmental relations.

· Organized, coordinated, and scheduled activities in community service including individuals with a wide range of mental and physical capabilities. 

· Responsible for hiring Activity Leaders and coordinating volunteers

· Make a school organization and activities

· Maintain effective, open communication with all  staff. 

· Coordinates all the decisions with the Academic Head

PRIVATE TUTOR

Korean Students


Philippines

October 2002- December 2003
· Develop meaningful and positive relationships with children and their families. 

· Serve as a positive role model for children. 

· Assist children with daily homework tasks and supplemental assignments. 

· Develop study skills and overall effectiveness of children. 

· Engage children in educational and skill building activities. 

SALES MANAGEMENT TRAINEE

Lux Marketing Inc 


Philippines

June  2002- October 2002
· Made personal visitation to clients on a regular basis. 

· Found out the needs of clients.

· Found and won new clients continually by making use of resources such as directories. 

· Arranged sales contracts and reports, as well as processed orders and made delivery. 

· Kept on studying the market and industry to identify product innovations, competitors and market trends and adjusted sales strategies accordingly. 

Secretary cum Receptionist

Holy Family Academy 


Angeles Ciyt, Philippines

April 1998- may 2001
· Head assistant

· Responsible for preparation of documentation

· Scheduling appointments, phones, and heavy filing.

· Computing sales

· Data entry

· Maintained weekly cash flow management and reporting activities. 

· Prepared reports, budgets, payroll, sales taxes 

· Analyzed business performance to maximize operations. 


Trainings and Seminars Attended:
	Training/ Seminar Title
	Date
	Location

	Super Titser: Exams Preparation, Efffective Writing Skills, Instructional Designs
	June 7-13, 2006
	STI College, City San Fernando, Philippines

	Rubrics
	May, 2005
	Angeles University Foundation, Angeles City, Philippines

	Curriculum Making
	September, 2004


	Angeles University Foundation, Angeles City, Philippines

	Power Pack


	May, 2004


	STI College, City San Fernando, Philippines

	English Proficiency
	May, 2004
	STI College, City San Fernando, Philippines

	PAFTE


	February,2002


	University of Assumption, Philippines

	Search- In
	March,2001


	Holy Family Academy,

Angeles City, Philippines



SKILLS AND INTERESTS:

Proficient in MS WORD, MS EXCEL, MS ACCESS, and MS POWERPOINT; fluent in English, Filipino, and Pampango; Excellent in Interpersonal and Communication Skill; with Strong Leadership, Good Documentation, Coordination, Problem Solving, Research and Analytical Skills; Ability to work in a fast paced environment as well as detailed oriented with proven ability to follow tasks through completion; Profound openness to gaining new knowledge and skills Strong, out going personality and sense of humor. Proven history of reliability, accountability, and responsibility; versatile, responsible, enthusiastic, honest, trustworthy and hardworking.
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