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CAREER OBJECTIVE



To secure an Administrative position in an organization which offers opportunities for growth and advancement of my career and provides an environment where I can extend, expand, develop, express and realize my potentials, and be a contributing stakeholder for the organization.

Candidate:    RECRUITMENT CONSULTANT


Meticulous and professional.  With 13 years experience in administrative functions and supervising people. With a good command of the English language. With strong team and multi-tasking skills. Successfully completes assignments on time and within schedule. 

Personal Information

Educational Attainments:
Master in Business Administration 
-
October 2007





Bachelor of Science in Commerce 
-
October 1995





Major in Banking and Finance

Proficiency:
Microsoft Word, Excel, PowerPoint Presentations, Open Office Applications

Language Spoken:

English and Filipino

Nationality:


Filipino

Birthdate:


May 29, 1974

Religion:


Christian

Civil Status:


Married

Date of Entry:


October 16, 2008

13 Years of Professional Experience

November 1996 – October 2008

Guidance Coordinator


Duties and Responsibilities:
· Conduct consultations with staff , teachers and students on work-related issues 

· Do counseling to staff, teachers and students on issues and problems 

· Prepare and submit monthly report to the guidance office on the various concern of the staff, teachers and students
Research Adviser and Coordinator


Duties and Responsibilities:
· Do institutional research

· Update the research chairman regarding the development of assigned researches of teachers and students

· Approve studies and research titles

· Advise researchers and edit manuscripts

· Sit with the panel of examiners during presentation 

Non-Academic Adviser


Duties and Responsibilities:
· Monitor the performance of the staff and members 

· Conduct regular meetings with officers and staff 

· Monitor and audit the financial performance of the organization

· Evaluate the staff's performance and achievements

Administrative Staff


Duties and Responsibilities:
· Preparation of syllabus and subject content guide for Financial Management as well as Banking and Finance Department

· Update the college on the profile of its staff and teachers

· Check and Monitor facilities of the department to insure proper use 

· Recommend needed improvements for the benefit of the college 

Year Level Adviser 


Duties and Responsibilities:
· Advise enrollees on the subjects to be taken as per curriculum

· Monitor and consult students regarding their academic and non-academic performance

· Conduct regular meetings with students to hear various concerns regarding their studies and solicit suggestions on subjects to be offered next enrollment

· Report academic and non-academic performance of students to the discipline head

· Coordinate with the discipline head all the reports gathered from all year level advisers of the college

· Coordinate with the year level advisers the seminars and workshops needed by the students
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