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Position Desired:  Office Secretary
Work Experienced:

August 2008 to Present




Office support (Present Job)
Responsibilities: 
· Manage to make a call to follow up for some orders.

· Coordinates with the office managers any transactions made inside the office.

· Initiates budget for goods to be used in the office.

· Keep the documents.

· Entertain clients in a good service.

October 2006 to March 2008



Elementary School Head Teacher
Saint Joseph Academy







Pob., El Salvador City, Misamis Oriental








9017 Philippines

Responsibilities:

· Make the class schedules before the class started.

· Assigned teachers to their respective assignment before the class started.

· Make a monthly report of teacher performance.

· Compile an anecdotal record of all the students/pupils.

· Update development of the students/pupils to the parents.

· Help upgrade the teachers strategies and techniques used in teaching.

· Suggests some newly techniques to the teachers to enhance development for the benefit of the students/pupils.

· Conduct monthly observation to the teachers.

· Evaluate their performances.

· Keep the records of the students as well as the teachers on the said school year.

· Coordinates with the School director in each of the activities contain in the yearly plan.

· Make the yearly report.

Computer Literacy:
· Microsoft Office (Excel & Word)

· Ms Power Point

Skills and Proficiency:
· Good personal relation, communication and coordination skills.

· With high tolerance of pressure and fast learner

· Able to work multi ask

· Hardworking and willing to be trained.

· Work Oriented Person.

· Performing Good Leadership.

· Can manage time pressure.
· Observe punctuality in going to work.

Training & Seminars:
(Start from the most recent trainings) 

· How to be truly Rich – Harbor Lights, Cagayan de Oro City,Philippines

· “The 2008 Metrobank  - MTAP – DepEd Math Challenge





· Seminar – workshop on Teaching Strategies That Enhance Higher Thought Processes






 

· Seminars – workshop for Administrators and teachers

· 1st Wide Schools Basic Training Course for Kawan and Troop Leaders And Outfit Advisers

· A Call to Commitment, Integrity and Professionalism 




· Perspectives on Population and Development in the Phils. 




· Seminar – Workshop on Multigrade and Early Childhood Care Development.

· Enhancing the Implementation of the 2002 Basic Curriculum Orientation Cum Seminar – Workshop 







Personal Details:

Marital Status:

married 

Religion:


Christian Catholic

Education
Graduate in Bachelor of Elementary Education – Majoring Mathematics


Capitol University – Cagayan de Oro City, Philippines

Eligibility


Passed the Teachers Licensure Examination dated on Oct. 2004


License No. 865254
Association

Mathematics Club Society – Cagayan de Oro, Philippines
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