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         Visa Status: Tourist
Objective:

To work as an office assistant/ secretary and help seniors to solve their day to day problems by managing the routine activities

Skill Sets:

-Telephone Skills, 
-Typing, 
-Documentation Skills, 
-Excellent Verbal and Written Communication,
-Dependability, 
-Attention to Detail, 
-Administrative Writing Skills
Experience: 

District of Barili I                              Teacher                                            Sept. 1997-2014      
ICT Coordinator 


Gunting Elem. School                     June 2010- 2014   
Kentheart Gen. Merchandise 

Store Manager                                 October 2007-2012   

SM City  Mall                                            Cashier                                             Oct. 1995-1996
Sales Associate                                        Avon Company                                 May 1998- Oct. 2005

Key Responsibilities Handled:

-Maintaining office operations of supplies and equipment
-Picking-up and delivering items
-Serving customers.
-Collecting and mailing correspondence
-Maintains supplies by checking stock to determine inventory levels
-Placing and expediting orders, verifying receipt, stocking items, delivering supplies to work stations.
-Maintains equipment by completing preventive maintenance; troubleshooting failures; 
calling for repairs; monitoring equipment operation; monitoring and purchasing meter fund
-Serves customers by backing-up receptionist
-Updating job related knowledge by participating in educational seminars.
-Read and analyze incoming memos, submissions, and reports in order to determine their significance and plan their distribution
-Filing corporate documents, records, and reports.
-Performing basic bookkeeping work.
-Preparing and making arrangements for committee, board, and other meetings including the agendas
-Making travel arrangements for executives.
-Preparing papers for consideration and presentation by committees and boards of directors.
-Attending meetings in order to record minutes. Distribute minutes of meetings and mail the same
-Supervise other clerical staff

Education:

Bachelor of Science in Elementary Education (BEEd.)
Cebu Normal University  1991-1995

Master of Education  ( MEd. )                          


Mandaue City College
 1998- 2013
Personal Details:

-Languages known:English, Tagalog
-Hobbies:Internet surfing, reading, listening music

COMPUTER LITERACY:
MS Office, MS Word, MS Excel, Power point and Internet. 

SOCIAL SERVICES AND VOLUNTEER WORK:

Barangay  Youth Chairman SK    -                                        Gunting Barili Cebu  Philippines                                                   1996 -1999

BLD Covenant Community (Bukas Loob Aa Diyos) -            Corporate Worship Leader                                                              2000- 2013

