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WORK EXPERIENCE:
Teaching Assistant
Kidz Link Nursery

02 January 2013 to present

· Teaches the class in the event the teacher is absent.
· Provides teacher with help in classroom management and the education of the children.

· Does clerical duties such as filing, copying, typing and keeping attendance records.

· Other clerical duties include ordering materials for the classroom  such as pencils,

paper,crayons and other supplies.
· Assisting children with lessons while taking small groups of students to help them with the 

academics covered by the teacher.

· Assist students who do not speak English as their first language as well as students who 
need remedial assistance.

· Sets up the classroom’s AV equipment such as overhead projector and the computer before 

the lesson starts.

· Helps during parent meetings by directing and welcoming parents to the school and classroom before the meeting with the teacher. Also a contact person for parents.

· Provides help during school activities that parents attend, such as open house events or school plays.

Teaching Assistant

Al Rabeeh School

Muroor Road 

Abu Dhabi, UAE
05 September 2010 to 26 June 2011
· Assisting teachers as timetabled by the head of department.
· Helping the children in a variety of tasks as directed by the class teacher.
· Tasks include such activities as: listening to children reading, supervising art and craft activities.
· Supervising general group work.
· Responsible for the library time of the grade 3 students by listing the books they borrow and return.
· Does some admin jobs as required by the grade leader and teachers.

· Photocopies the worksheets to be used by the students.

· Helping in the classes with preparation of art materials, display work and general tidying up as required.

· Responsible for the reading time of the students by writing and recording how they fare.
· Playground supervision as required.

Supervisor for ticket sales (temporary job)
Formula 1 Etihad Airways

Abu Dhabi Grand Prix

Abu Dhabi, UAE

29 March to 13 April 2009

· Supervised customer service at the ticket sales outlet in Marina Mall in Abu Dhabi 

             for the world famous car raceevent.
· Prepared cash sales report for the day.

· Prepared credit card sales report for the day.
· Responsible for sending and receiving emailed queries to and from the head office of the
          Abu Dhabi Motorsports Management.
· In-charge of making various outlet sales reports.
VIEWING LIBRARY COORDINATOR (temporary job)
Middle East International Film Festival (MEIFF)

Abu Dhabi, UAE

08 October to 20th October 2008

· In-charge of the viewing library for the pressroom of the weeklong Middle East 
International Film Festival held at the Emirates Palace in Abu Dhabi. 

· Entertained foreign and local press delegates and filmmakers alike for their queries 
and needs regarding films being screened at the festival.  
· Responsible for storing and sorting of the DVD copies of the movies available.

· Responsible for the audio-video equipment of the viewing room.

CUSTOMER SERVICE REPRESENTATIVE  (US-based call center)                   

INFO-NXX 

June 2003 to August 2005
Makati City, Philippines

· Gave accurate, zero percent error directory assistance to major US telecoms like 
Sprint, AT&T, Verizon and Qwest.
· Gave real-time driving directions, movie times and listings as part of directory assistance
service.
· Has been awarded as employee of the month among thousands of employees by the
company’s US-basedquality assurance department due to excellent customer service 
inhandling client callsrelated to difficult customer issues.
SALES COORDINATOR                                                     
Samsung Electronics

January 2002 to December 2002

Dubai, UAE

· Worked with the entire sales and marketing team to achieve monthly sales goals of its
audio and video products and mobile phones.

· Was tasked to promote products of the company to specific retail outlets.

· Was assigned to troubleshoot the sales of a non-performing major retail outlet in Dubai
             and find necessary solution for the achievement of its sales quota.
ENGLISH TEACHER                                                          
Alpha Language Academy 

December 2000 to December 2001

Davao City, Philippines                                           

· Taught English as a second language to Koreans and Japanese

expatriates on a tutorial and classroom basis.
· Made lesson plans which catered to the specific needs of the students.

· Evaluated students’ monthly performance for quality check.
· Highly commended by the students and the teaching staff as an effective English teacher

PERSONAL ASSISTANT TO THE PROJECT DIRECTOR     

CUES-Philippines (a USAID project)

June 1999 to November 2000

Davao City, Philippines

· Directly reporting to the American project director for handling classified and 
important incoming and outgoing communications of the project.

· Coordinated with the media sector for press releases on major project events. 
·  Served as the official liaison of the United States Agency for International 
Development (USAID) head office in the Philippines and of the World Council 
of Credit Unions in Washington DC, USA.

· Acted as OIC in the event the project director is out of the country.

· Handled HR duties and responsibilities by conducting interview of applicants, 
issuing checks for monthly remuneration of the project employees.
· Task included making, preparing, editing and sending of training materials 
to its project proponents.

REGIONAL SALES AND TRAINING COORDINATOR            

Triumph International Philippines, Inc.

June 1996 to June 1999

Davao City, Philippines

· Responsible for the achievement of monthly regional sales goal in six-digit figure 
for a top German lingerieproduct line.

· Handled product presentation to the top of the line company clients.

· Responsible for preparing, outlining and editing of the presentation materials.

· Responsible for generating monthly sales report directly to the head office.

· Responsible for the recruitment of quality direct sellers in specific areas. 
· Responsible for coming up with recruitment strategies to attract down lines to
       increase sales volume.
TELEVISION AND RADIO NEWSWRITER/REPORTER  

Associated Broadcasting Corporation

December1994 to March 1996

Davao City, Philippines

· Gathered raw news from the field by personally interviewing key people to be able 
to write a news item to be delivered at the live broadcast of the station’s television 
and its daily FM radio broadcast.

· Edited and proofread written new articles.

· Edited video footages for the news clip.

· Responsible for the weather report voice over and other news articles.

EDUCATION:

Bachelor of Arts in Mass Communication 

Ateneo de Davao University

Davao City, Philippines

Graduated as consistent top ten student

 



	


