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Mobile #  09298969576
110 Masagana B. Tawiran Ext. Santolan, Pasig City

E-mail karlamaesantos030@gmail.com
Ms. Karla Mae M. Santos


CAREER OBJECTIVE     

To be part of prestigious institution wherein my skills and educational background will be the basis of my employment and to be able to work in an environment where I can dedicate and maximize my potentials, experiences, interests and contribute to the school’s growth. 

PROFESSIONAL EXPERIENCE

Position


     Company


    Inclusive Dates

Teacher


      Rizal High School


 October 2012-Present

Responsibilities

* English Teacher in Junior High School
* English Teacher for Senior High School

* Media Arts (Film Making/Photography) and Performing Arts Teacher for Senior High School

* English Club Co-Adviser

* Classroom Adviser

* Contest Coach/Trainer

Online Teacher

      Eduplaza & Spicus Global      
May 2012-October 2012

Resposibilities

Facilitate lessons thru online

Provide daily evaluation on the improvement of students

Associate Buyer

      Robinsons Corporation

July 2012-May-2012

Responsibilities

In-Charged of the presentation, approval and request of products for the Spread Section in all Robinsons Supermarket across the country.

Service Desk Supervisor             United Laboratories, Inc. 

             2011




      # 66 United St. Mandaluyong City

Responsibilities

SR Database Monitoring

Checking of Applications Availability

Cascade all Critical/Urgent Issues

Update Agents on Critical/Urgent Issues, Enhancements and Announcements

Distribution of Assignments for Service Desk

Availability of Agents on Daily Operation

Approval for Agent's Daily Activity Sheet

Monitoring/Creation of  Daily Summary Report

Monitoring/Creation of  Weekly Report

Monitoring/Creation of  Monthly Statistic Report

Monitoring/Creation of  Monthly Status Report

Monitoring/Creation of  Monthly SLA Report

Monitoring/Creation of  Monthly NLS/SLA Report

Monitoring/Creation of  Interface Error Report

Downtime Monitoring

SMURF Monitoring

Sends Invites for Weekly Meeting

Knowledge Database Update

QA Testing of 1SS Enhancements

Service Desk Evaluation

PACE Trainer

Service Desk Trainer

Administrator of  SR Database

Attends Meetings

IT Senior Service Desk
      United Laboratories, Inc.

     2006- 2011





      # 66 United St. Mandaluyong City

Responsibilities

Conducts training assistance for 1SS online application for UNILAB employees.

Filters all the issues and provides answer to some questions within first-level support.

Provides assistance to End-users in creating their transactions online.

Escalate concerns to the 2nd Level support when Technical issues arise.

Answer calls from users who encountered problems/issues while accessing their computers.

Log service request/s such as nature of problem, date of occurrence, importance of request, system affected, affected users, etc.

Coordinate unresolved problems/issues to concerned personnel and immediately provide updates to users.

Monitors unresolved / pending service requests and continuously make follow-ups concerned personnel.

Coordinate with users if service request have been resolved.

Update status of service requests/problem logs daily.

Attend to queries / concerns encountered by the unit.

Performs other functions/tasks assigned by the supervisor from time to time.

Knows and understands any updates and process in SAP, OneStopshop, ULISYS, C1 Mobile, C3S and Unilab Portals; Daily checking of service availability of the said Applications.

Monitors daily Interface Errors

Full Time Teacher

     PAREF-Rosehill Inc.

       2006





     Antipolo City

Responsibilities

Full Time Teacher for High School Department.

Handling Filipino subject.

Substitute Teacher for different areas.

Student-Teacher

     Our Lady of Perpetual Help School      2005-2006





     Santolan, Pasig City

Resposibility

English Student-Teacher for High School Department.

Student-Teacher

     Santolan High School

        2004-2005




                 Santolan, Pasig City

Responsibility

English Student-Teacher for High School Department.


EDUCATIONAL BACKGROUND

Year Level
                        School Graduated


         Inclusive Dates

Tertiary


           Pamantasan ng Lungsod ng Pasig
         2002-2006




           Bachelor of Science in Secondary 




           Education major in English




           Kapasigan, Pasig City

Secondary

           Sto. Tomas de Villanueva Parochial School        1998-2002


                                     Evangelista Ave. Santolan, Pasig City

Primary

                        Our Lady of Perpetual Help School
         1990-1998




           Mejico St. Santolan, Pasig City


ACHIEVEMENTS
Board Passer for 2006 Licensure Examination for Teachers

Teacher Awardee for 3 consecutive years (2013-2015)

Regional Champion for POPCOM Film Making Competition 2016 (Trainer)

Champion for UA&P Video Competition 2017 (Trainer)


AFFILIATIONS

Position


      Organization


        Inclusive Dates

Member

National Organization of Professional
        

    2006





      Teachers, Inc.

Member

Teachers’ Organization of the Phils.
        
           2006-Present

President 


Social Science Club


           2004-2006

Artist



   Teatro Pasigueño


           2005-2006

Member

     Educators’ Circle                                                          2002-2006

Member


      Amnesty International

           2004-2006

Executive Secretary

    UNESCO PLP-Chapter

           2004-2005

4th Year Representative
 English Club



                        2004-2005

Vice President

Social Science Club


                        2003-2004


SEMINARS AND TRAININGS ATTENDED

Interim Guidelines for Assessment and Grading in Light of the Basic Education Learning Continuity Plan 2020
Mid-year In-Service Training for Teachers 2019
Resource Speaker in the Code of Ethics and Conduct of Professional Teachers During the MIDYEAR In-Service Training for Teachers. 2019
Mass Training for K-12 Curriculum for New Teachers
Capacitating Public School Librarians Seminar-Workshop 2019
Regional Seminar-Workshop on Quality Assurance of Learning Resource Management and Development System (LRMDS)

School-Based Teachers' Training on LEEP: The Essential Training for K to 12 Learning Effecttively Through Enhanced and Evidenced-based Pedagogies (LEEP)

Sanay Guro 2015: National Specialized Arts Skills Training for Special Program for the Arts (SPA) for MEDIA ARTS Specialization

Regional Training of Grade 9 Teachers on the K to 12 Basic Education Program

School-Based seminar Wokshop on Children's Right, Child Protection Mechanism and Positive Discipline

Customer Service Training

UNILAB Portals(June 2010)

ULYSIS & C1 Mobile Training(September 2009)

Training on Telephone Etiquette (May 2009)

SAP Business Intelligence Support Calls Training (July 2008)

SAP Business Intelligence Basic Report Navigation (July 2008)

OneStopShop XDA Training (April 2007)

SAP- First Level Support Training (October 2006)

OneStopShop Training (October 2006)

Seminar-Workshop on Community Based Education 

“An integration of Education, Advocacy and Communication

in the Context of Biodiversity Conservation”. (January 2003

“The Five Phases of the Research Process”. (October 2004)

Lecture on Elements of Style: “Use of Language in Research” (February 2004)

Generation Y: 2nd Youth Human Rights Workshop (August 2004)

Workshop in Critical Thinking (February 2007)

Acting Workshop for NIIG, a Cultural Presentation (July 2005) 

Magnegosyo Forum on Choosing a Profitable Business (June 2004)

Peer Facilitator Seminar on “Student Empowerment” (January 2003)

Conference for Teacher Preparedness (March 2006)


PERSONAL CHARACTERISTICS AND SKILLS

Excellent Communication in English and Filipino both in oral and written

Knowledgeable in SAP, Lotus Notes, MS Office

Determined, Hardworking and Flexible with the willingness to do a multi-tasking

Goal-oriented individual with leadership abilities

Proven ability to work with staff at all levels

Dynamic team player

Sense of responsibility

Highly inquisitive

Creative and resourceful


PERSONAL INFORMATION

Age:


36 yrs old

Sex:


Female

Citizenship:

Filipino

Date of Birth:

June 30, 1985

Place of Birth:
              Marikina City, Phils.

Civil Status:

Single-Parent

Religion:

Catholic

Spoken Language:
English and Filipino


Character Reference is available upon request.
