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PROFILE

A highly motivated individual who can work independently and can easily adjust to any set-up of multi-cultural environment.  I have an extensive exposure to senior level management and administrative support.  I am open to new challenges and opportunities that I believe could be beneficial to me as well as the organization. 
WORK EXPERIENCES
Teacher’s Assistant    (May 2006)

Smart Children’s School, Dubai, 

United Arab Emirates

Job Descriptions:

· Assists the teacher during lesson proper.

· Sees to it that the children are safe while playing.

· Assists the children during their meal time.

Cashier   (September 2005– January 2006)
Land Transportation Office, Philippines

Job Descriptions:
· Establishes the day to day cash payment of clients. 
· Provides client assistance, answers queries and practices accuracy of every transaction to avoid discrepancy.
· Maintains records of the District Offices’ account receivables and payables.

· Prepares the daily abstract report and monthly consolidated report of the District Office.
· Works on any special tasks and carry out other duties as assigned by the Chief Officer.
HR - Personnel Assistant    (June 1985 – February 1994)


Shoemart Inc., Manila, Philippines

Job Descriptions:

· Assists in the development of internal computerize requirements that pertain to the personnel plans and programs working directly to the Plans and Programs Manager.

· Records and updates 201 files.

· Prepares weekly manpower inventory report from different branches and affiliates.

· Assists in the preparation of job evaluation materials and write-up of personnel policies and procedures manual.

· Gathers and updates data pertaining to administrative and personnel forms design analysis.
· Prepares report regarding list of separated employees and labor turnover ready for submission to the Ministry of Labor and Employment.

Bank Teller    (April 1981 – January 1985)

Banco Filipino Bank, Philippines
Job Descriptions:

· Warmly welcome all customers and perform required transactions timely and accurately to achieve the outmost customer satisfaction.
· Strictly follow the Bank’s policies and procedures to achieve risk free area operations and acceptable audit requirements.
· Scrutinize properly difference in book/cash/reports/notes denominations to ensure transactions daily balance and eliminate cash risk.
· Pay good efforts in selling bank products to achieve acceptable contribution in branch’s financial targets.
Secretary    (May 1980 – April 1981)

Solid Industries-SONY, Philippines
Job Descriptions:

· Screens telephone and personal callers.

· Drafts letters and reports in behalf of the Service Manager.

· Stores and retrieves data on computer as well safe keeps confidential files.

· Organizes business itineraries, travel arrangements, conferences, meeting and social functions.

EDUCATIONAL QUALIFICATIONS

1975-1979     
 
Bachelor of Science in Commerce 

University of Santo Tomas, Manila

1971-1975 

Secondary Education 




Arellano High School, Manila

1965-1971 

Primary Education 




F. Balagtas Elementary School, Manila
SKILLS AND ATTRIBUTES
· Computer literate (Microsoft Word, Excel and PowerPoint)

· Good communication skills

· Excellent dedication and commitment on the job

· Can perform sales cashiering job responsibilities

· Capable in handling office equipments such as Photocopier Machine, Fax Machine, Telephone switchboard etc.
· Can drive motor vehicle (with International Driver’s License)

VOCATIONAL TRAININGS
Professional Caregiver Course 
(April 17, 2004 – October 30, 2004)    




       


 St. Augustine, School of Nursing



Exposure Training   
             Tahanan sa Talampas, (Home for the Aged)







 October 17, 2004

On the Job Training              
 Elsie Gaches Village, (Home of the Mentally Challenge Children)




              December 13, 2004 – January 14, 2005 

HRM Food Preparation     

 (March 17, 2003- September 17, 2003)






     
  TESDA Women’s Center

 On the Job Training

  DUSIT HOTEL
  July 7, 2003 - August 30, 2003 

PERSONAL INFORMATION
Nationality

:   Filipino  

Birthplace

:   Manila

Religion

:   Catholic
Civil Status

:   Widow

Number of Children
:    2
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