
Dedicated and accomplished professional with more than 12 years of hands-on experience in both 
public and private organization. Seeking a challenging leadership role where I can leverage my strategic 
vision, industry expertise, and strong analytical skills to drive organizational growth and success. 
Devoted to cultivating a cooperative work atmosphere and guiding team members to realize their 
maximum potential. 
 

Skills 
• Classroom Management  
• Technical Skills (System Software-Word, Excel, 

and PowerPoint) 
• Organizational Skills 

• Written and Verbal Communication Skills 

• Program Planning 

• Project Management Skill 

 

Work Experience 
 

JULY 2019 – PRESENT  
Teacher III at Division of Lapu-Lapu City - Marigondon National High School  
 

JULY 2013 – JULY 2019 
Teacher I at Division of Lapu-Lapu City - Marigondon National High School  

• Planning, preparing, and implementing integrated lessons for high school students. 
• Conduct parent-teacher conferences to discuss a student’s progress and monitor and evaluate the 

         students’ performance. 

• Conducts remediation/enrichment programs to improve students’ performance.  

• Designated as the School Guidance Coordinator in 2019. Assist the school administration in 
planning and implementing the Career Guidance Program 

• Coordinate with social workers, school personnel, and stakeholders to develop and implement 
various activities and provide support to all services. 

• Counsels and guides students and maintain academic standards and sets goals for academic 
success. 

 
OCTOBER 2012 – JUNE 2013  

HR/Admin. Assistant at Jelma Phils., Inc. – Mandaue City 
• Prepared job descriptions, advertised open positions, and managed the recruitment process. 
• Facilitated the onboarding of new employees. 
• Provided orientation for new employees by providing information packets, reviewing 

company policies, gathering withholding and other payroll information, explaining 
benefit programs, and obtaining signatures for documents. 

• Maintained up to date 201 files of employees and monitored the daily time record. 
 
JULY 2012 – JUNE 2013 

Training Officer (Project-based) at Gestalt Wellness Institute Southeast Asia, Inc. – Cebu City 
• Develops training programs. Designs and develops training programs that meet the needs of the 

organization and its employees. 

• Delivers training. Responsible for delivering training programs to employees, either in- person or 
online, using a variety of methods, such as lectures, hands-on demonstrations, and group 
discussions. 

Fatima R. Tundag 
  Block 46 Lot 8 La Aldea del Mar Babag, Lapu-Lapu City,  

Cebu, Philippines (6015) 
+639229574328 

fatimar.tundag@gmail.com  



• Collaborates with stakeholders: Works closely with other departments and stakeholders within the 
organization, such as human resources and managers, to ensure that training programs meet the 
needs and support the overall goals of the organization. 

 

APRIL 2011 – JULY 2012 
HR/Admin. Assistant at EGI Cebu, Inc. – Lapu-Lapu City 

• Updating HR databases (e.g., new hires, separations, vacation, and sick leaves) 
• Prepare reports and presentations for internal communications. 
• Provide orientations for new employees by sharing onboarding packages and 

explaining company policies. 
• Monitoring and communicating with employees about issues affecting their performance. 
• Maintain accurate and proper record-keeping of employee information and other 

confidential company records. 

Education 
POST GRADUATE STUDIES (CAR UNITS) 
JUNE 2014 - MAY 2018 

Master of Arts in Guidance and Counseling at Cebu Normal University, Cebu City 

 
TERTIARY EDUCATION  
JUNE 2007 - MARCH 2011 

Bachelor of Arts in Psychology at Cebu Normal University, Cebu City 
 

SECONDARY EDUCATION 
JUNE 2002 - MARCH 2006 

Saint Alphonsus Catholic School, Lapu-Lapu City 
 

ELEMENTARY EDUCATION 
JUNE 1997 - MARCH 2002 

San Lorenzo Ruiz School, Lapu-Lapu City 

References 
 
MARLO S. IMBONG 
Head Teacher III 
Pajo National High School  
Phone: +639155425466 
E-mail: marlo.imbong@deped.gov.ph 
 

CIRILA B. DEGOLLACION 
Secondary School Principal IV  
Babag National High School  
Phone: +63922 383 5099 
E-mail: cirila.degollacion@deped.gov.ph 
 

KIRK PATRICK S. CASTRO 
Chief Executive Director 
Gestalt Wellness Institute Southeast Asia, Inc.  
Telephone: (032) 345 4610 
E-mail: gwisea@gestaltwellness.com 
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