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OBJECTIVES
To be in a position that would allow me to hone my abilities and skills.

Job Experiences




St. Gabriel International School, Pasig City 





June 2012 to August 31, 2015




Administrative Assistant


· Keeps academic records.

· Registers and evaluates students for placement.

· Administers entrance examinations.

· Serves as substitute teacher in case of absences.

· Takes charge of the medical needs of the school and the medical record of each student.

· Accompanies the student to the hospital.
· Takes picture for the School ID, The Gabrielite (School Organ), The Gabrielite Yearbook.

· Edits the pages of The Gabrielite Yearbook and The Egret Chronicle (Manila Xiamen International School, Xiamen China sister school of St. Gabriel International School) using the Adobe Photoshop CS3. 


EDUCATIONAL

Tertiary

RIZAL TECHNOLOGICAL UNIVERSITY
BACKGROUND

Course

Bachelor of Secondary Education






Major in Physical Science






Boni Avenue, Mandaluyong City

Year Attended: 2008 - 2012


Secondary:
QUEZON – ROXAS HIGH SCHOOL






Mogpog, Marinduque







Year Attended: 2002– 2006
Primary:
NANGKA ELEMENTARY SCHOOL







Mogpog, Marinduque







Year Attended: 1995 - 2001

Skills
:
COMPUTER LITERATE
Knowledge in Microsoft Word, Power Point,

 Microsoft Excel and Adobe Photoshop CS3

PERSONAL

Date of Birth:

August  26, 1987
BACKGROUND

Place of Birth:

Mogpog, Marinduque





Age:


28 years old

Sex:


Female





Civil Status:

Single





Religion:

Roman Catholic





Nationality:

Filipino

