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CAREER OBJECTIVE 

              Seek a challenging position to a prestigious and reputable institution/company where competence and commitment in my profession and other-related fields of work are best applied and utmost contributed for the betterment of others, myself and of the world at large. 

SUMMARY OF QUALIFICATIONS 

             Career characterized by dynamic leadership, committed and efficient professional competence and academic excellence, effective oral and written communication skills, excellent interpersonal skills, service-oriented, organized, and self-motivated.


WORK EXPERIENCE 
1999 - 2001 :  Office Clerk /Secretary 



  OFFICE OF THE CITY MAYOR



  City of San Fernando, La Union, Philippines
-    assists the Mayor in office management, and follow-up on Chairman's daily   

     agenda and receives correspondence and follow-up for necessary actions
-    arranges official reports and minutes of meetings and coordinates with various dept.
-    coordinates meeting schedules and travel arrangements 

· receives phone calls and messages as well as taking appointments and typing of documents in English 

· organizes and submits documents for Chairman's signature and implements an  

      excellent filing system 

· organizes files for training and updated training materials every month

· monitors the availability of office supplies and materials needed
· demonstrates   proficiency in the manipulation of computer as required in office work
2001 -  2003 :  RECEPTIONIST

                                   City Health Center Department



              City Of San Fernando La Union, Philippines

                   -  handles and distributes incoming and outgoing post 
                       - acts as a point of contact for all incoming telephone inquiries and personal callers
                       - serves as first point of contact for visitors to the office, which will include meeting and  

                          greeting clients 
                       - assists the center with basic administration and tasks including typing, photocopying, 

                         faxing and other clerical tasks 
                       - orders office stationery and other general office supplies and equipment and ensuring 

                         supplies are kept at a consistent level 
                       - responds straightforward correspondence through email, written, telephone communication 
                          - assists with other admin duties as required 
2003 – 2006 : Classroom Teacher ( Technology and Livelihood Education, 

                      Arts II and Arts IV and General Drafting ), English, & Science 

                      Saint Louis College High School 

                      City of San Fernando, La Union Philippines 

2003  - 2006:  Teacher and Trainer Painting and Drawing ( every summer)

                       Brainstorm Speech and Talent Center 

                       City Of San Fernando, La Union Philippines.

· motivates students to love the basics of sketching, drawing and painting guided by both traditional and modern techniques

· prepares students in the world of arts to be globally competitive and spend leisure time in arts activities

· encourages students to become resourceful and creative with the use of indigenous and environment-friendly materials

· develops and presents lesson plans by using a variety of techniques, including lectures, projects, exhibits, field trips, audiovisual and library resources, computers, and the Internet.

· monitors, assists, corrects, and grades student results by preparing assignments and tests for in-school preparation and homework

· demonstrates proper decorum at all times and as well as professional, social and personal competence  

· updates knowledge and skills by attending professional gatherings, seminars and meetings

EDUCATIONAL BACKGROUND 

Post- Graduate :Don Mariano Marcos Memorial State University, 

San Fernando City,  La Union Philippines. 

          Masters of Arts in Technological Education major in T.L.E. / E.P.P 

· completed the academic requirements having earned 37 units and have passed the COMPREHENSIVE EXAMINATIONS. 

College :   Don Mariano Marcos Memorial State University

                    San Fernando City, La Union, Phils. 

            Bachelor of Science in Industrial Education 

                major in Technology and Livelihood Education and General Drafting 

             Batch 1999 

Secondary ;      Bangbangolan National High School

                             San Fernando City, La Union Philippines. 

                            Batch 1995 – 2nd Honorable Mention

PERSONAL INFORMATION 

· Filipino, single, 27 years old, born on May 10,1979, Roman Catholic and have well and in good health condition. 

· Currently on visit visa with scholastic records ( Diploma, Transcript of Records ) authenticated by the UAE Embassy. 

