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Dear sir/madam:

This has reference to the advertisement you have at GulfNews today, January 12, 2009 for the position of secretary/receptionist.

I am a Filipina and currently employed in one of the exclusive schools here in the Philippines for two years now. I graduated from Philippine Normal University with a degree of Bachelor in Secondary Education major in Social Science last March 2006.

Though professionally not inclined in what I am applying for, I strongly being that being a teacher, one is flexible and versatile. I am an everyday actress to my more than three hundred students. I do lesson planning, record keeping, seminar organizing, public speaking and parents accommodating to which I think will be tantamount to the description of the job that I am applying for.

I had been once inclined to sales and marketing when I was still in college on my summer jobs in different kind of food chains to which my interpersonal relationship to towards different kind of people had been enhanced.  

I hope this brief description of my personal and professional achievement could help you to see my qualification and genuine desire to be part of your company.

Thank you very much.

Respectfully yours, 

Desired Position:
Teaching/Training/Secretarial/Clerical
Expected Salary:
- 2500 dirham with employment visa, free accommodation with food allowance and basic health benefits or 3500 dirham with employment visa and basic health benefits
EDUCATION

August 2006


PROFESSIONAL TEACHER




Professional Regulatory Commission





City of Manila, Philippines

June 2002 – March 2006
BACHELOR OF SECONDARY EDUCATION MAJOR IN SOCIAL SCIENCE
Philippine Normal University

Philippines

PERSONAL PROFILE

Birth Date:

December 10, 1084


Birth Place:

Valenzuela City

Sex:


Female




Civil Status:

Single
Height:


5’2”




Weight:

110 lbs.

Religion:

Roman Catholic, Christian

WORK EXPERIENCE

June 2007 – present

High School Teacher
St. James Academy

Philippines

June 2006 


High School Teacher
Our Lady of Lourdes College

Philippines

2003 – 2005


Food Attendant




Jollibee Foods Corporation – Jollibee, Chowking, and Greenwich





Philippines

HIGLIGHTS OF SKILLS

· Communication Skills:


Fluent in writing and speaking English

· Computer Literate:


Microsoft Applications (word, power point, excel & publisher)

Internet Surfing

· Basic Accounting Skills

· Technology Enhanced:


Computer and fax and photocopy machine operation

· Facilitating and Organizing:

Seminars, Workshops and Symposia

· Research and Module Making:

Books, Journals, and Magazines 

