MELBA P. ALBERTO
             Tomtombek, Ampucao, Itogon, Benguet, Philippines
                            halley07comet@gmail.com
                                  (+63)-950-291-6270

OBJECTIVE
An enthusiastic and dedicated person seeking to obtain a position that will allow me to utilize my skills, knowledge, and abilities to succeed in a stimulating and challenging environment, building the success of a company while experiencing advancement opportunities.

PROFESSIONAL KEY SKILLS
· 
· Computer Application Skills 
· Customer service
· Flexibility
· Organization and Coordination skills
· Database and records keeping
· Teamwork
· Data Entry Skills
· Fast-paced and multitasking
· Good Writing Skill

· Technical Writing Skills
· Adobe in Design and Photoshop Editing
· Basic Designing 
· Research-based Functions 
· Basic Video making and editing skills
· Lesson Planning
· Prepare Instructional Materials 
· Prepare Power Point Slides 
· Classroom Management

· 
WORK EXPERIENCE
January 3, 2017-to date
TLE/ICT Teacher
Ampucao National High School
Department of Education
· Plan, prepare and deliver lesson plans and instructional materials that facilitate active learning. 
· Develops schemes of work, lesson plans and tests that are in accordance with established procedures. 
· Instruct and monitor students in the use of learning materials and equipment. 
· Use relevant technology to support and differentiate instruction. 
· Manage student behavior in the classroom by establishing and enforcing rules and procedures. 
· Maintain discipline in accordance with the rules and disciplinary systems of the school. 
· Provide appropriate feedback on work. 
· Encourage and monitor the progress of individual students and use information to adjust teaching strategies. 
· Maintain accurate and complete records of students' progress and development. 
· Update all necessary records accurately and completely as required by laws, district policies and school regulations. 
· Prepare required reports on students and activities. 
· Participate in department, school, district and parent meetings. 
· Communicate necessary information regularly to students, colleagues and parents regarding student progress and student needs. 
· Establish and communicate clear objectives for all learning activities.
· Prepare classroom for class activities. 
· Provide a variety of learning materials and resources for use in educational activities. 
· Observe and evaluate student's performance and development. 
· Assign and grade class work, homework, tests and assignments.

ELIGIBILITY
Licensure Examination for Teachers 


EDUCATION
  June 2019– May 2023  		Master in Business Administration 
                                         		 Baguio Central University, Baguio City Philippines 
  October 2013-March 2013         18 units Professional Teaching 
                                     		 Kings College of the Philippines, La Trinidad, Benguet, Philippines
  June 2009 – October 2013	 Bachelor of Science in Business Administration
		                              Kings College of the Philippines,  La Trinidad, Benguet, Philippines
	
AWARDS/ RECOGNITIONS RECEIVED
· Campus Journalism Awardee 
· Leadership Awardee 
· Gantimpala Agad Award
· Outstanding Performance Commitment Award
