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Objective:
To become a sufficient employee and to apply my knowledge, abilities and loyalty in this field, in orderto perform the duties and responsibilities given.

Highlights of Key Qualification:
· Strong sense of responsibility, self-motivation and trustworthy.

· Persistent, dedicated hardworking and enthusiastic in learning new things and ideas that enhance my skill and personal growth.

· Can work with less supervision and have positive approach towards given responsibility.

· Willing to go training and seminar to fit particular need.

· Identify customer needs and expectation correctly, including does especial needs and provide appropriate product, service or information.

· Team player with ability to work independently.

WORKING EXPERIENCE:
Radiowealth Finance Company

Meycauayan Bulacan, Philippines

Position: Loans Clerk/Secretary
May 2012 to December 2015

· Ensure that each customer receives outstanding service by providing a friendly environment, which includes greeting and acknowledging every customer.

· Maintain an awareness of all promotions and advertisements.

· To develop interactive customer relations and to be aware of any possible future requirements.

· To relay all information and ideas to the Manager for the enhancement of customer expectation.

· Compile, copy, sort and file records of office activities, business transactions, and other activities.

· Collect, count and disburse money, bookkeeping and complete banking transactions.

· Answer telephones, direct calls and messages. Complete and mail bills, contract, policies, invoices or checks.
Rafaela Academy Inc.Baliuag Bulacan, Philippines

Position: Pre- Elementary and Computer Teacher
June 2010 to March 2012
· Promote positive attitudes and values

· Advocate for individual children

· Model appropriate relationship skills

· Create a warm and inclusive environment

· Supervise, manage and monitor children’s interaction

· Promote positive group activities

· Ensure safety and inclusion of all children

· Address early signs of relationship problem to prevent bullying.

· Have a harmonious relationship to all parents and co-workers
EDUCATIONAL ATTAINTMENT:
2006-2010 Bachelor of Secondary Education
Bulacan State University
 Malolos Bulacan, Philippines
SYSTEM ABILITIES:

· Proficient in using Desktop/Personal Computer skills such programs like Microsoft Windows (Microsoft Word and Excel) 
PERSONAL DATA:

AGE:

25 y/o
CIVIL STATUS:  
Single
BIRTHDAY: 
December 26, 1989
SEX:  

Female
HEIGHT:  
5’
WEIGHT: 
99 lbs.
NATIONALITY: 
 Filipino 
LANGUAGE:  
English and Filipino
RELIGION:        
 Catholic
REFERENCES: UPON REQUEST

I hereby certify that the above information is true and correct to the best of my knowledge and belief.
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