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OBJECTIVES: To have international cultural exposure and hands-on in the field of administration management as a gateway meaningful career. To develop my skills and become globally competitive.
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EDUCATION:
[image: image3.jpg]



2011 – MASTER IN GOVERNMENT MANAGEMENT
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(Undergraduate)
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San Pedro College Muntinlupa City
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1997-2001BACHELOR OF SCIENCE IN COMMERCE
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Major in Computer Management
[image: image8.jpg]


University of Perpetual Help Rizal
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Pamplona, Las Pinas City
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1993-1997-HIGH SCHOOL DEGREE
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Las Pinas National High School (Annex)
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1987-1993-ELEMENTARY- Rizal Tagkawayan Quezon
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______________________________________________________________________________
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EXPERIENCE:
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From July 2014 up to present 2015

JEWELLERY L.L.C
ARCHIVE CLERK
· EXPORTING GOLD 
· IMPORTING GOLD 
· JUNIOR ACCOUNTS 
· FILLING THE VOUCHER 
· RECEIVING DOCUMENTS 
· CHECK THE EMAILS 
· ASSISTING THE CLIENTS REGARDING GOLD AND DIAMOND 
· TRANSACT SHIPMENT TO OTHER COUNTRY 


From 2013 -2014 Teacher 1 Primary Administration –Private School –Alexandria Computer College Foundation
· To educate students 
· To prepare student for entering higher level of education and the workforce 
· Teach important life skills including communication, cooperation and time management. 
· To give students strong verbal and written communication skills in order effectively present the topic to the class. 
· To maintain order in the classroom 
· To ensure students understand school rules and the consequences for breaking them 
· Assessing Students 
· The primary duties of Administration at all educational levels include various clerical duties 
· Set appointment and Organized Meetings 
· To perform secretarial duties and primary and secondary include communicating parents, teacher and the school district and the community. 
From 2010 to 2012 PRIVATE TUTORS – UAE
Duties:
➢ To assist students in reviewing their academic progress and performance

across the various courses that make up their chosen programmed of study. ➢ To provide opportunities for students to reflect on how their learning within

and out with the formal curriculum can help them in pursuing their longer term future development
➢ To help foster in all students a sense of belonging to community of learners

From 2008 to 2009- PERSONNEL /Administrator –Human Resources/Admin Department Department of Social Welfare and Development Field Office IV-A (Calabarzon)

Duties:

· Administrative task related to Official Relation 
· To liaise between Official and Directors 
· Public Affairs in the offices of the Regional Director 
· To provide translation to Official delegations 


The Major areas directed were:
· Recruiting and Staffing 
· Organizational and Space planning 
· Filling incoming and outgoing document 
· Performances management and improvement system 
· Organization Development 
· Employment Compliance to Regulatory concerns 
· Employee Orientation Development and training 
· Policy Development and Documentation 
· Employee Relation 
· Compensation and benefits administration 
· Employee safety, welfare, wellness and health 
From 2006 to 2007 AUTOCAD DESIGNER
KMN OFFICE INCORPORATION
Madrigal Business Park Alabang Muntinlupa City
➢ Preparing Floor Plan, Perspective and Designs
From 2001 to 2005  : DATA ANALYST –Mandata Corporation
Madrigal Business Park Alabang Muntinlupa City
The Major areas directed are:
· Making recommendation transferring data and documents which have constructive implication across different county of United States 
· Encoding the documents 
· Planning ,Organizing and implementing of the documents 
· Supervising and transferring the data through different county of United Stat 
LANGUAGES
Tagalog:
Mother tongue
English:
Fluent
Arabic :    Basic Knowledge
TECHNICAL SKILLS

Microsoft Office ,(Words Excel Power Point Knowledge of Piranese and Architren
