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Objective Statement

To have a great opportunity of exposure apart from my field that can broaden my knowledge to uplift my professional growth. Also to find a long term career opportunity with a company that appreciates and rewards knowledgeable, reliable, loyal and hardworking employees. I am a person with a strong career interest in business and office related works.

Work Experience

Designation
: Sales / Office Executive
Company
: Blue Ocean – Baguio Center Mall
Location
: Baguio City, Philippines

Period

: October 2009 – October 2010

Duties and responsibilities:

· Preparation of correspondence including faxes, letters, proposals, reports, minutes of meetings, agendas and general correspondence. 
· Providing word processing and document formatting assistance to the Sales Manager. 
Distribution, monitoring and responding (as appropriate) of mail, faxes and general correspondence. 

· Assists customers in locating merchandise and answering a variety of questions concerning general merchandise; demonstrates use of merchandise upon request.
· Maintaining confidential records and filing of reports, correspondence, statistics and related material for ease of retrieval. 
· Stocks shelves, counters or tables with merchandise; keeps merchandise orderly and neat in appearance.

· Totals prices and tax on merchandise selected by customer using paper and pencil, cash register or adding machine; accepts payment following established procedures for different types of transactions; makes change; issues sales receipt; calculates discounts when appropriate.

· Counts and balances cash register and receipts.

· Stamps or attaches price tags on merchandise and/or checks tagged prices to verify accuracy referring to price list.

· Fills out specific forms to process transactions or special orders such as refunds, jewelry, graduation gowns or requisitions for university departments, among others.

· Checks inventory periodically to obtain reorder information to replenish stock; informs designated staff member of needs or places orders with outside sales representative within established limits.

· Checks inventory listing with actual inventory on shelf and reports discrepancies to supervisor.

· Sets up promotional displays; makes signs or arranges merchandise on counters or tables to promote sales.

· Trains new sales staff in basic operations and procedures.
Designation
: Administrative Staff / Office Clerk

Company
: Benguet State University

Location
: Benguet, Philippines

Period

: July 2009 – September 2009

Duties and responsibilities:

· Communicate with students, teachers, and other individuals to answer questions, disseminate or explain information, take orders and address complaints.

· Helps in developing computer presentations, generating reports, take down dictations and supervise the overall admin functioning of the office.
· Answer telephones, direct calls and take messages

· Operate office machines, such as photocopiers and scanners, facsimile machines, voice mail systems and personal computers.

· Maintain and update filing, inventory, mailing, and database systems for school records using a computer.

· Review files, records, and other documents to obtain information to respond to students requests.

· Fill the absence of any office worker and do their duties satisfactorily.

· Cooperate with co-workers to maintain a friendly environment and proper interaction within the office.

· Plan and schedule teacher’s meetings and appointments.

· Ensure attendance records of employees in the office.

· Maintain the confidentiality in handling the school documents, files/papers and monitor the mails/faxes that concerned departments receive from various sources.

Designation
: English for Secondary Language (ESL) Teacher

Company
: Remnant International School

Period

: May 2009 – June 2009

Duties and responsibilities:

· To prepare lesson plans and teach English to speakers of other languages. This includes teaching English grammar, writing, reading, speaking, and listening skills. It also includes teaching pronunciation and accent reduction.

· Demonstrates communication and interpersonal skills as they relate to interaction with students, teachers, administrators, and other school personnel.

· Complies with state administrative regulations and Board of Education policies.

· Demonstrates accurate and up-to-date knowledge of content.

· To introduce cultural aspects to ESL students, especially those who are new to the English-speaking country.

Skills / Strength

· Knowledge in MS Office  (Word, Excel, PowerPoint)

· Operates PC, Laptop, Scanner, Facsimile, Photocopier, and Lamination machine.

· E-mail and Internet

· Excellent communication and interpersonal skills; strong computer, organizational and administrative skills with meticulous attention to detail

· Good Visual and hearing acuity ability to communicate

· Hard working, energetic and self-motivated
· Outstanding time management and ability to meet deadlines.

Seminars and training Attended

February 2, 2009

Management Skills for secretaries, Admin Staff and 




Support Staff





Saint Luis University




Baguio city

Januaryr 10, 2009

The Indispensable Assistant Training Seminar
Municipal Gym
Km5 La, Trinidad Benguet
February 23, 2008

Administrative Assistance Conference




Convention Center




Baguio City
March 2, 2009


Off-Campus Practice Teaching





Alapang Camp Dangwa Elementary School





Alapang Camp Dangwa, 
October 27-29


Seminar-Workshop for Pre-service Teachers





College of Teacher Education





Benguet State University

September 10, 2008

Enhancing Everyone’s Creativity Through Arts





Anthurium Hall

Benguet State University

April 23, 2007


Introduction to the Accelerated English Program





College of Teacher Education





Benguet State University

Education

Tertiary


2005-2009




Bachelor of Elementary Education




Benguet State University

Secondary

2001-2005




Cordillera Career Development college

Elementary

1994-2001

Grade 1-4 - La, Trinidad Central School

Grade 5-6 - Tacdian elementary school

Personal Information
Gender:

Male

Age:


21

Citizenship:

Filipino

Civil Status:

Single

Birth Date:

July 6, 1989
Height:


5’5

Weight:


60 kgs

