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CAREER OBJECTIVE

To be able to obtain a challenging position from a reputable organization in the UAE, utilizing my knowledge and experiences acquired in the academe, banking, and office management.
WORK EXPERIENCE
Executive Secretary
JLF Organization, Inc. – Concert and Event Production Company

1403-A East Tower, PSE Bldg Ortigas Center, Pasig City Philippines

October 1998 – October 1999
· Managed the office of the CEO

· Handled confidential information

· Acted as officer-in-charge in the absence of the CEO

· Evaluated and screened job applicants 

· Assisted in the recruitment process of HR department 

· Performed general office duties such as document filing, taking down the minutes of the meeting, writing letters and the like
· Maintained office procedures efficiently

· Dealt with customers, clients and representatives of various organizations

· Responsible for petty cash handling
· Provided direction and guidance to support staff

· Prepared business correspondence independently
· Coordinated the schedule of the CEO and travel arrangements
New Accounts Clerk

Allied Banking Corporation – Del Monte Branch

Del Monte Ave., Quezon City Pilippines

December 1999 – June 2001

· Managed opening of bank accounts

· Processed updates of accounts

· In-charge of furnishing bank transaction reports daily
· Handled customer queries

· Promoted retail banking products 

· Provided support to bank tellers and accounting section of the branch

· Prepared office correspondence
· Performed clerical activities as demanded by the bank manager and officers

Faculty Member, College of Commerce

University of Santo Tomas,  Manila, Philippines

July 2002 – May 2007

A college instructor to 2nd year – 4th year students  of UST-College of Commerce
· Handled courses such as Basic Economics, Advanced Microeconomics, International Economics, Pricing Management, Managerial Economics, and Economics of Money and Banking

· Involved in community services conducted by the university

· Prepared Powerpoint presentations to be used for classroom lectures

· Developed course syllabi and departmental exams
· Conducted research activities

· Served as a delegate to various conferences, symposia and trainings

· Often designated as faculty representative to welcome and accompany foreign and VIP guests of the College
· Functioned as thesis examiner and adviser on feasibility studies

· Performed as adviser for student organization

EDUCATIONAL ATTAINMENT

Bachelor of Science in Commerce

Major in Economics

University of Santo Tomas, Philippines

1994-1998

Finished 45 Units in M.A. Economics

University of Santo Tomas-Graduate School, Philippines

SKILLS, STRENGTHS and INTERESTS
Computer Skills (MS Word, Excel and Powerpoint)
Fluent in English and Filipino

Strong self-correspondence skills

Excellent knowledge in written and verbal communication

Enjoys doing research and paper works
Ability to work graciously under pressure

Self-driven and people-oriented

PROFESSIONAL DEVELOPMENT

University Delegate, Study Visit Program to Jogjakarta, Indonesia
June 2005

Participant, Teaching Entrepreneurship Program by LET’S GO Foundation
Organized by Academicians from Asian Institute of Management, Philippines
May 2005












