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CAREER OBJECTIVE
A stable employment that commensurate my qualifications, utilize my present skills and allow personal growth and career advancement.
PROFESSIONAL ELIGIBILITY
Philippine Licensure Examination for Teachers passed in 2004.
WORK EXPERIENCES
DOCUMENT CONTROLLER/MESSENGER
Employer: Tanzifco Emirates LLC - United Arab Emirates
Assigned Company: National Emirates Identity (Administration Department)
Period: From May 2013 to February 2015
· Maintains and manages all important documents for a particular department and ensures that documents are easily accessible. 
· Inputs document data into the company registers ensuring that information is accurate and up to date. 
· Ensures that controlled copies of latest approved documents are given to the appropriate staff as applicable. 
· Maintains the documents in the Document Control office under safe custody with easy traceability. 
DATA ENCODER and TIMEKEEPER
Company: Fantech Multi-Venture Corporation - Philippines
Period: From November 2011 to February 2013
· Maintains time sheets and accurately input time and attendance data into the computer. 
· Keeps track of leave time such as vacation, holidays, personal or sick days for employees. 
· Ensures time sheets are submitted and received by employees on time to issue accurate payroll adjustments. 
CUSTOMER SERVICE REPRESENTATIVE
Company: IBM Dashk Business Process Inc - Philippines
Period: From October 2009 to October 2011
· Makes outbound customer calls to promote and sell a product or service. 
· Creates, maintains and updates database of customers with complete information and e-mails. 
· Consolidates existing customer base while building new customer base. 
· Ensures customer follow-up all the time. 
· Sends or e-mails product brochures, catalogues and other campaign material. 
· Ensured customer needs and requirements are addressed efficiently based on company standards. 
· Responds to customer inquiries in the most efficient manner possible. 
· Works on increasing the sales needed to develop the targeted sales campaigns. 
· Maintains database of existing customers or potential customers. 
· Prepares reports on telephonic communications, interactions, accounts, orders, and payments. 
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ESTIMATOR
Company: HRD (S) PTE. LTD - Philippines
Period: From January 2008 to August 2009
· Prepares work to be estimated by gathering proposals, blueprints, specifications, and related documents. 
· Identify labour, material, and time requirements by studying proposals, blueprints, specifications, and related documents. 
· Presents prepared estimate by assembling and displaying numerical and descriptive information. 
· Prepares special reports by collecting, analyzing, and summarizing historical information. 
· Maintains cost database. 
CLASS TEACHER
Institution: Alinawan Elementary School- Philippines
Period: June 2005 to May 2007
· Prepares long-term teaching programs and daily lesson plans in accordance with the guidelines of the school's education system. 
· Shifts between formal and informal methods of teaching like debates, discussions, practical activities, experiments, projects and excursions. 
· Plans, sets and evaluates grade test, exams and assignments. 
· Supervises student conduct during class, lunchtime and other breaks. 
· Enforces discipline by firmly setting classroom rules. 
TRAININGS
· Workshop for Teachers on the Methodologies of Teaching 
· ECHO – Seminar on Structural Materials Preparation and Book Writing 
EDUCATIONAL BACKGROUND
Institution:
Catanduanes States College - Philippines
Degree Completed:
Bachelor of Science in Industrial Education – completion in 2003
TECHNICAL AND QUALITATIVE SKILLS
· Computer proficient with advanced skills in Microsoft Office. 
· Dynamic team player and has high sense of professionalism. 
· Has sense of responsibility, hence receives consistent positive feedbacks and remarks. 
· Strong communication skills and excellent collaboration with all levels. 
· Proven ability to work under pressure and adapt quickly to newly endorsed task’s 
PERSONAL DATA
Age:
33
Date & Place of Birth:
August 10, 1981 / Philippines
Languages Written & Spoken
English & Filipino
REFERENCES
Character and professional references are available upon request
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