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CAREER OBJECTIVES

To use the various techniques, skills and information I acquired over the years to create something fresh and groundbreaking for the company that can help educate employees as well as clients

To hopefully develop my very own curriculum or have my own academy where the students can be trained not only to become fluent speakers of the English language and creative and critical thinkers but also possible good teachers in the future or volunteers in educating people

BUSINESS COMPETENCIES

BUSINESS TRADE SKILLS

Teaching, Coaching and Training, Child Counseling, Curriculum and Test Development, Content Writing, Business Correspondence, Customer Service, Sales and Store Management, Public Relations, Hosting and Events Planning, Technical Auditing, Process Workflow Analysis, Development and Implementation

COMPUTER PROFICIENCY

Windows, Apple (Mac OS X/9), MS Office Suite, Lotus Notes, Adobe Acrobat, Opera, Eudora, Entourage, Teamviewer, CRM, Peoplesoft, HP Openview, C (Intermediate), COBOL (Intermediate), HTML (Intermediate), Macromedia Dream Weaver (Intermediate), JavaScript (Basic), Basic LAN troubleshooting, PC hardware and software set-up, troubleshooting and maintenance

WORK AND TRAINING HISTORY

KEED LANGUAGE CENTER 

Qualifications and Achievements:
Worked passionately for both the academy and the online department  of the company

Chosen to teach the most technical subjects in the academy (Grammar, Writing, Accent, Business English)

Consulted by the managers in terms of student level assessment and teacher proficiency and ability

Consulted by managers, teachers and students for difficult areas and concerns for students and activities

Preferred by manager of the company and the manager of the academy to handle students that require special care and training as well as adult students/professionals that have to be trained for other skills

The students who where trained showed a lot of improvement in terms of their fluency and confidence

Most of the students who studied in the academy enrolled to on-line classes when they returned to Korea because of the fun learning experience they had. Some were even requesting group classes to be handled by the teacher to continue the warm and creative learning environment introduced to them.

Developed a new curriculum and instruction materials for on-line classes that cater to Korean, Japanese and Chinese students and handled on-line phone and video classes for students based in the Philippines and abroad.

The new curriculum helped the teachers in conducting their classes better and allowed them to focus on certain areas that group of students need special attention to (Listening,  Vocabulary and Useful Phrases for Beginner, Creative Thinking and Grammar for Elementary Level, Critical Thinking and Debate Skill for Intermediate Level). In a span of 25 minutes, many activities could be done with the student to develop different areas without making the lessons boring for students. This encouraged some former students of the academy to enroll to the on-line classes and retain them as clients of the company.

Corrected most of the emails from online students and gave them helpful feedback on how to improve their writing

The volume of emails increased and generated more income to the company. This is because the students got encouraged to write more about their ideas and did so on a frequent manner because they were given not just corrections on their writing but also suggestions on how to write better and what to write about. Rapport was built with some of the students and it made them more confident in writing about what they want.. Common lapses in grammar were also properly identified and explained to the students to help avoid them in the future.

Assisted the academy in proper training of Korean students (elementary to university level) as well as adult students of different nationalities by 
- teaching most of the group classes for Grammar (Beginner to Intermediate) and Writing (Beginner to Intermediate)
- teaching individual classes for Speaking, Vocabulary and Idioms, Reading and Listening Comprehension and Accent Training for adult students
- preparing challenging weekly tests for Grammar and Writing classes that encourage students to apply what was learned

The technique applied in teaching and making tests made the students very comfortable and flexible in using the English language. Beginners learned to converse more confidently to teachers even managers in the academy and Elementary and Intermediate students showed a lot of improvement in their writing. The students became very familiar with properly using the parts of speech in making their sentences and even learned to identify grammar errors during class discussion The students learned the attitude that it's proper to correct own grammar miistakes.


Helped the Korean manager of the company and the manager of the academy department in
- developing the curriculum and book plan for students especially for the Beginner level
- conducting level tests for students and assigning them properly to the correct level based on test results
- recommending students who have to be assigned to a higher level as well as students who need to be given special attention on some areas (especially Beginners) 
- selecting and teaching the 30 words to be learned everyday by the students and the English test version that has to be taken the next day to gauge skill
- administering the weekly and monthly subject tests (during class period) and daily vocabulary tests (Korean and English version) during lunch time
- assigning teachers to handle students in the absence of part-time teachers for Speaking and Listening classes and combining some students with others, with consideration on the student’s level and behavior

The new curriculum made has greatly helped the Beginners. It didn't follow the book order; instead, the topics were carefully studied by using Bloom's Taxonomy as model for learning and arranged in an order that allowed the student's skills to associate the expressions they learn better together with the grammar rules they have to study, The vocabulary studied by the students and the tests provided developed their flexibility in learning the language because it showed how words in the English language could appear similiar but have different uses. Teachers also learned how to teach vocabulary better to their students and became better as well in teaching one-on-one grammar classes.    

Assisted the students’ scholastic performance as well as personality development by
- checking of daily journal for adult students as well as essays and materials for Presentation
- training for weekly Presentation and assisting in preparation of materials (scripts, props)
- allowing student consultation on topics learned from all teachers as well as personal on issues with other students/teachers
- providing comprehensive daily/weekly/monthly assessment of student performance based on class performance as well as attitude that details good points as well as areas for improvement


Working with the students' behavior helped them become more creative and with fellow students as well as all teachers. The activities organized helped the students work on some important virtues like team work and leadership. The feedback given to students were very concise and helped other teachers evaluate on which areas a student can improve on. The environment of the academy became really friendly and warm even if it was challenging because of the schedule and tests.


CHUNGDAHM PHILIPPINES

Qualifications :

Chosen to train students that need special training before being assigned to a higher level

Notable for giving impressive and appropriate assessments to students
Assessments made were commonly used as good examples on how students can be given feedback

Helped young Korean students in the development of their critical and creative thinking skills by facilitating discussion of various timely topics provided by the Research and Development Department each week

Provided comprehensive assessment of student performance in terms of good qualities (communication skills, knowledge of the topic, problem analysis, evaluation and solution) shown during discussion as well as pointers for improvement

The students who got assigned became very talkative and fluent in using the language. The teacher was very notable for having the most talkative and very creative students. 

Contributed perspectives and questions for discussion to other peers on a weekly basis

The perspectives and questions provided challenged the creativity of most students and helped otheer teachers in handling quiet or less confident students.

GAWON

Qualifications and achievements:

Chosen to train some young but advanced students as well as students with special needs (e.q. help in handling interviews, speeches, oral examinations). Students who were coached and did as instructed passed their tests and interviews.

Students got encouraged in sending more e-mails because they received helpful feedback on their writing skill

Properly trained young and adult Korean students for English proficiency/fluency skills in terms of listening, speaking, answering, pronunciation, comprehension, vocabulary and sentence construction and provided helpful assessments to students

The teaching methodology used allowed students to be more flexible in learning the language. Instead of teaching the students to just answer exercises, they became guided on how to be creative in answering questions. Learning of new expressions and vocabulary to aid further their fluency and confidence in speaking the language was also encouraged and absorbed well by the students. Most of the students handled became very expressive thinkers. 


Answered and corrected emails of students to help them develop further their proficiency and to encourage them to be more confident in writing English


Some of the students especially young learners wrote more often and showed improvement with their writing skills. The key was to correct the students' emails and to reply to them with questions that got discussed during class time  


YBM PHONE N’ TALK (PHILIPPINES)

Qualifications and achievements:
Frequently chosen to train young and adult students who will take TOEIC and Junior Speaking Test
Chosen by the QA as an example teacher who provides impressive assessments which contained specific corrections on sentence development, grammar and pronunciation

Has handled some of the top customers of the company (managers from LG, Korean Electric Power Company as well as the Marketing Director of YBM)

Properly trained young and adult Korean students for expressions that can be used in various situations as well as encouraging them to make their own expressions and provided detailed assessment of student’s performance on a daily and monthly basis in terms of responses (answering skills), areas for improvement, and attitude

Some of the students who don't behave well in classes with other teachers became more responsive after being encouraged or challenged. Rapport was built with many students and the teacher was able to retain most of them for the company during ttenure. Never got a valid complaint from any student because recordings showed that all classes were properly handled and deemed satisfactory.
INNODATA ISOGEN INCORPORATED - ESS MANUFACTURING COMPANY INCORPORATED (PHILIPPINES)

Qualifications and achievements:

Preferred analyst by managers (both by Global Technology and Production) to handle priority and overdue cases which require consistent coordination with different teams involved

Has worked closely with all departments due to excellent skills in managing time and manpower

Most of the flagged and overdue issues that required coordination were resolved as soon as possible

Has personally assisted top level management officers of the company over the phone and on-site 

Has attended regular conference meetings with clients, customer service managers and IT department. Sometimes works as Host of the meeting

Helped the team and the GT Department management by
- providing technical assistance and guidance to other team members in troubleshooting common issues that can be addressed by team and don't need to be escalated, as well as properly escalating issues if needed to correct people (intra-department, intra-office and inter-facility)
- handling team escalations via phone, email and chat as needed by team members or as advised by manager/s
- auditing of request forms and approvals received
- basic troubleshooting and administration of ticketing system used by other analysts

Fellow analysts who were not IT specialists became familiar on how to resolve issues over the phone. Technicians became better in communicating in English due to the guidance given in dealing with people especially end users. Complaints to the IT department lessened because of the proper mediation done especially with the managers from Production.   

Assisted management and implementation of IT services of the Company by
- providing technical assistance to desktop, laptop and VoIP services users (Support, Production, Management) via phone, messaging (e-mail and chat) and remote access, with most users based in EMCI and Israel facilities
- managing and coordinating intra-department, intra-office and inter-facility requests, concerns and tasks that require assistance from IT department (local and global), client’s IT and service providers and attending/participating in discussions/scheduled conference calls if needed
- analyzing and standardizing procedures for various IT services

Some end users especially managers eventually learned how to troubleshoot problems from their end over the phone and lessened the need for manpower deployment. Priority requests were delivered or granted as scheduled. Some of the procedures and processes being done became faster after proper audit was given to the managers and involved teams 



CONVERGYS CORPORATION (PHILIPPINES)

Qualifications and achievements :

Received very good evaluations scores on First Call Resolution (usually 100%), Quality (90-95%) and Customer Satisfaction Surveys (90-100%)

Assisted handling of US-based customer contacts for clients by

- Providing technical assistance on network (Ethernet, wireless, HPNA, VPN), Internet (web, e-mail, messenger, homepage) and other ISP/Networking software set-up, troubleshooting and maintenance (software and Internet security)

- Ensuring all interaction from customers is handled to the best that the company can support and are properly documented

Agent was able to handle very difficult callers who usually requested supervisors. Issues that really have to be addressed by other departments were properly escalated.

OFFICE OF THE PRESIDENT –  NATIONAL COMMISSION ON THE ROLE OF FILIPINO WOMEN (NCRFW)

Achievements:
Built more reliable contacts from partner government and non-government agencies and other groups during tenure.
Heavily involved in the passing of Republic Act 9208 and First Observance of 16 Day Awareness Campaign Against Gender-Based Violence in the Philippines. Organized the attendance list and some of the event planning in Malacanang for the RA signing event. Participated in the production and dissemination of campaign materials for the awareness campaign

Assisted the Policy Analysis Division in
- planning and organizing small and medium scale project activities
- coordinating with partner government and non-government agencies, media and other groups to submit expected reports and outputs and to attend organized activities (invitations/confirmations).
- documenting/revising technical reports and outputs to be presented/submitted by the Division

- handling clerical and administrative work 

NATIONAL POWER CORPORATION

Achievement :

Obtained Excellent evaluation (97%) for 240 hours rendered, justified by immediate superior and head of Department to Administration Manager 

Assisted the Department as On-The–Job Trainee by handling administrative, clerical and liaison work such as

 - Preparation of meeting minutes and intra-office memoranda

-  Preparation and printing of loan forms and reports

-  Troubleshooting of PC hardware/software problems that don't need assistance from the IT department

OTHER JOBS TAKEN

Communication Skills and Business/Career Coach/Consultant

Video Class Teacher for Key English, a Korean company with teachers based in the Philippines

Content Writer (English Test Writer) for a publishing company based in Singapore

Technical Support, Customer Service and Sales Representative for a leading ISP in the US

Market and Field Researcher for AMI

Encoder and Liasions Staff for MCA Associates, a medium sized accounting and buisiness consultancy firm
Assistant manager and buyer for family owned business (grocery) for more than 10 years
EDUCATION AND ELIGIBILITY

NATIONAL COMPUTER CENTER (NCC) - NATIONAL COMPUTER INSTITUTE

Cisco Certified Networking Associate Program Semesters 1 – 3

October 2002 – October 2003

One of the best students during the batch trained, solely completed the qualifying test for the team (network access and port blocking via telnet configuration)

PAMANTASAN NG LUNGSOD NG MAYNILA (PLM)




Degree of Bachelor of Science in Computer Science



1997 – 2001

Retained scholarship for all the years stayed in the university, exceled in some subjects and won awards for the school

MANILA SCIENCE HIGH SCHOOL

High School Diploma

1993 – 1997

Passed a rigid entrance exam where only two students from the elementary school passed

Retained scholarship for all the years stayed in high school and maintained a good average

Has worked for the school paper for four years and frequently assigned to write about features

CIVIL SERVICE COMMISSION (CSC)

    

Brightest for Bureaucracy Examination                       

Passed Aug 2001

This exam is to determine the people that could really help the government due to above average comprehension and ability. The person was recommended to some top government agencies like the Department of Foreign Affairs and eventually landed a job in agency under the Office of the President

CIVIL SERVICE COMMISSION (CSC)

Career Service Professional Examination Passer

July 17, 2001, Passed with a rating of 88.11

This certifies that the person can serve the government and has ability to work or higher technical positions

AFFILIATIONS
Volunteer, Missionaries of Charities, 2010

Member, Center for the Arts Foundation, 2009

Moderator/Events Planner, Pinoygamerz Online, 2006-2008

FAQ Writer, GameFAQS.com, 2004-2007
Choir Member, Student Catholic Organization PLM Chapter 1997-1998

Treasurer, Junior Philippine Computer Society PLM Chapter 1997
Contributing Writer/Field Reporter, The Nucleus/Ang Ubod (Manila Science School Organ) 1993-1997

Filipino Features Editor, Dimasalang (Rizal Elementary School Organ) 1992-1993

Choir Member, School Choir 1989-1992

PERSONAL BACKGROUND

Born in Manila, Philippines and holds a Filipino citizenship. Fluently communicates in Filipino (Tagalog) and English and considered of native level by some managers that have worked with. Interested in learning, research work, travel and culture, culinary arts, music writing and meeting people.

