
SUMMARY
To pursue a highly rewarding career, seeking for a job in challenging and healthy work environment where I can utilize my skills and knowledge efficiently for organizational growth
EXPERIENCE
Company Name
:  Sejong English Academy

Philippines

July 2011 to Present

Position Title
: English as Second Language (ESL) Instructor 

Duration
: July 2011 - Present
Work Description
· Present students with English educational materials
· Keep students engaged in English conversation

· Conduct student interviews and assess student English levels
· Make photocopies, lesson plans and quizzes 
· Prepare lessons that keep students interested in English education

· Grade and mark tests, quizzes and home works

· Substitute teaching when coworkers are sick or absent
· Attend teacher meetings and workshops when requested

Company Name
: Body and Soul Health Club



  Dubai, United Arab Emirates

Position Title

: Receptionist 

Duration

: July 2006 – December 2006
Work Description
· Promote all activities and services which are being offered within the club

· Attend to telephone inquiry and walk-in clients
· Give prospective clients guided tour of the facility

· Provide details on scope of membership and its benefits
· Encourage sales through full product and price knowledge of offered and available facilities
· Ensure that reception area is tidy and clean and that all materials (which includes, but not limited to towels, newspapers, magazines and brochures) are readily available
· Assist in ensuring that all members and guests follow safety procedures, rules and regulations
Company Name
: i2i Incorporated

Position Title

: Kiosk Supervisor

Duration

: October 2003 – July 2004

Work Description
· Respond to each guest when at store with courteous, prompt and friendly service and after transaction is done thank them 
· Head by example along with enforcing team to act to express excellent guest experience 

· Select, analyze and develop skills within team by recruiting friendly and enthusiastic partners 
· Express top level operational excellence at store through appearance, cash handling, visual merchandising, loss prevention and inventory control 

· Managing the sales staff and taking full responsibility of the kiosk
Company Name
: Bench 




  Quezon City, Philippines

Position Title

: Management Trainee / Boutique Manager

Duration

: June 2001 – December 2001

Work Description
· Maintain all display according to marketing standards and ensure replenishment of same 
· Provide required training to boutique staff and ensure compliance to all company procedures and policies
· Evaluate all payrolls and ensure optimal level of staffing to meet all peak hour traffic for clients and administer all expenses and evaluate all profit and loss statement on monthly basis. 
· Provide training to all employees for all product knowledge 

· Administer all sales strategies for boutique and ensure accuracy and effectiveness of all customer transactions and monitor all complaints and provide effective resolution 

· Participate in everyday meetings and provide formal training if required and prepare all weekly and monthly reports
PERSONAL PARTICULARS

Age
: 36 years

Date of Birth
: 20 October 1978
Nationality
: Philippines

Gender
: Female

Marital Status
: Single

Visa Status
: Visit
EDUCATION
Qualification
: Bachelor’s Degree
Major
: Bachelor of Science in Hotel and Restaurant Management
Institute/ University
: Dominican College, Metro Manila, Philippines
Graduation Date
: 1999
LANGUAGE / SKILL

· Proficient in English (understands, speaks and writes)
· Computer skills: Well versed in Microsoft Office application including Word and Excel. Skilled at administering company e-mails through Microsoft Office Outlook. 
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