CURRICULUM VITAE OF

RHODORA MADRIDEJOS VILLARIN

# 39 J.RIZAL ST. PAETE ,LAGUNA 4016

Tel. No. ( 049 ) 557-2321
09166259159
P R O F E S S I O N A L  B A C K G R O U N D  AND   E X P E R I E N C E S

SUBSTITUTE TEACHER – Grade I Pupils                                                     

June 1994  to August 1994 

Paete Central School

Paete,Laguna

Philippines

FIELD OFFICER DISTRICT IV – B 

Office of the Senator ( Jose D. Lina Jr. )

January to June 1995

Velco Port Area, Senate Office

Manila – Philippines
Tasks : Gathered all the datas of Local Government Officials, like Mayors,Vice Mayors, Municipal Councilors, Brgy. Chairman & Councilors and Sangguniang Kabataan Chairman.

ADMINISTRATIVE OFFICER I 

Office of the Governor ( Executive Division )   

July 1995 to January 2001

New Capitol Bldg. Sta. Cruz , Laguna

Philippines

Tasks :  Aids in public relations work and assisting all constituents including Walk – in  visitors.\

Records & releasing all documents like invitations & ,communication letters for immediate action of the Govenor ,taking phone calls for follow – up appointments,  acts as a receptionist, assists in maintaining personnel records, files, and all nescessary documents, acts as a liason officer with other departments or agencies.

 ADMINISTRATIVE OFFICER I

 Office of the Governor

( Administrative Division )

Health and Indigency Section

February 2001 to present

New Capitol Bldg.Sta. Cruz, Laguna

Philippines

Tasks :  Gives medicines to Indigent patients, coordinates with Provincial Social Worker Development Office and other Government agencies in connection with the Provincial Government Indigency Programs, prepares monthly, quarterly,yearly reports of Health & Indigency programs , interviews and prepares hospital bills and referral letters to all Laguna controlled  Government Hospital for Health and Indigeny programs , release medicines to indigent patients , assists in planning and supervising personnel records and maintains all necessary documents and aids in public relations work like walk – in visitors. 

ADMINISTRATIVE OFFICER II
Office of the Governor                               

Secretariat - League of Municipalities of the  Philippines - Laguna Chapter                                              

August 15, 2004 to present

Tasks :  Aids in public relations work and assisting all constituents including walk – in  visitors , records & releasing all documents like invitations & ,communication letters, taking phone calls for follow – up appointments , acts as a receptionist, assists in maintaining  records, files, and all necessary documents, acts as a liaison officer with other departments & agencies , assists the  League of Municipalities of the Philippines – Laguna Chapter President in planning the meetings , and acts  as  LMP – Laguna Chapter Secretariat , assists in maintaining personnel records , files, incoming & outgoing communications and invitations , and all necessary documents coming from LMP – National and Government agencies , performs administrative tasks such as preparing invitations for LMP – Laguna Chapter meetings , performs liaison works which is highly confidential and complex in nature between the Provincial , Municipal and Barangay officials concerning the successful implementation of the socio-  economic development program of the League of Municipalities of the Philippines – Laguna Chapter.

ADMINISTRATIVE OFFICER II     
Detailed at the Department of Education – Division of Laguna

August 1, 2007 to August 1, 2010

Tasks: Assists in making Power point Presentation, acts as clerk, receives and releases incoming / outgoing communications, keep records and files of the Education Supervisor , coordinates school heads , encodes memorandum, letter and any special tasks assigned by the Superintendent and Assistant Superintendent.
  P  E  R  S  O  N  A  L     B  A  C  K  G  R  O  U  N  D

 Age : 40  yrs. old

 Birthday :  April 10, 1972

 Birth Place : Paete, Laguna

 Civil Status : Married

 Height : 5 ‘ 3 “

 Weight : 160 lbs.

 E  D  U  C  A  T  I  O  N  A  L    B  A  C  K  G  R  O  U  N  D

College :  Bachelor of Science in Elementary Education

Philippine Normal College

Taft. Ave. Manila Philippines

1989 – 1993

Graduated : Bachelor of Science in Elementary Education                    

Eastern Laguna Colleges       

March 22, 1994

Secondary :  Eastern Laguna Colleges

J.P. Rizal St. Paete , Laguna

1985 – 1988

Elementary : Paete  Elementary School

Paete , Laguna

1979 – 1984

Second Honor

ELIGIBILITY :  Board Passer ( Professional Regulatory Board for Teacher )

Licensure Examination for Teacher – Elementary Level                                   

Professional Regulatory Commission

Paredes St. Manila

Philippines

Special Skills : Data Encoder , Computer Literate , Records Management , files, can operate manual  typewriter , electric typewriter , fax machine, Xerox machine , laminator.

Affiliations / Religious Organizations : Former SK Chairman , Pilak member,  Kabataang Pangarap  ni Rizal Member , Lingap sa nayon member, Young Educators club member, Couples for Christ , CFC-Youth for Christ  Coordinator , member  National Teacher’s Association.

Trainings / Seminars Attended :

Restricted Land Mobile Radio Service Seminar

1 day Training Seminar, September 30,1996

Paete Elementary School, Paete, Laguna

Conducted by Philippine National Police Communication Electronic Services & National Telecommunications Commission

Lingap sa Nayon Movement

3 days Seminar, January 8-10,1993 

College of Fisheries, Los Baños, Laguna

Conducted by: Philippine National Police & National Police 

Commission Region IV

Lingap sa Nayon Seminar

3 days Training Seminar for young leaders

(Sangguniang Kabataan)

April 16 to 18,1993

Liliw Resort, Liliw, Laguna

Conducted by: Office of Senator Jose D. Lina Jr.

Basic Concept on Mainstreaming on Gender & Dev’t(GAD)   

Planning & Budgeting Seminar

May 30,2000, Red Cross  Conference hall, Sta. Cruz, Laguna

Conducted by: National Commission on the Role of Filipino Women

(NCRFW) & Provincial Government of Laguna

Team Building  and Planning Workshop

1 day training seminar

May 03, 2001

Batu – Bato  Resort Calamba,Laguna     

Conducted By : Provincial Government of Laguna / Human Resource Management Office

Transformational Leadership for Effective Governance Seminar

1 day training seminar

August 16, 2001 

Cultural Center of Laguna

Conducted By: Moral Recovery Office 

Provincial Government of Laguna

Seminar on Meat Processing & Preservation

I day training seminar

September 06, 2001

Cultural Center of Laguna

Conducted By: Civil Service Commission ( Laguna ) ,TESDA  Calamba, City 

Seminar on Performance Evaluation Sheet ( PES )

I day training seminar

January 03, 2002

Cultural Center of Laguna

Conducted By : Provincial Government of Laguna and Human Resource and Management Office Sta. Cruz , Laguna

Seminar on Fish Processing                                

1 day training seminar

October 2003

Faith Training Center  Sta. Cruz, Laguna

Conducted By: Special Livelihood Office and Provincial Gov’t. of Laguna

Basic Entrepreneurship Training Seminar

October 16,17,22,24 & 30, 2003

Faith Training Center Sta. Cruz,Laguna

Sponsored By : TESDA – UNDP

Conducted By : BBK Inc. PITAK – K

Seminar – Workshop on the implementation of the Publication of service guides and posting of workflow charts .

December 03 , 2003

Faith Training Center Sta. Cruz , Laguna

Conducted By : Provincial Gov’t. of Laguna and the Prov’l. Human Resource Management Office

December 03, 2003

National Convention Seminar of the League of Municipalities of the Philippines

Theme : ” LMP promoting good governance thru efficient management “

November 30 to December 03 , 2004 

Manila Hotel , Manila Philippines

Conducted by : League of Municipalities of the Philippines  - National

References:

Hon. Emmanuel B. Cadayona

Municipal Mayor

Paete, Laguna

Tel. No. ( 049 ) 557 – 0001

Hon. Atty. Jose D. Lina Jr.

President – Manila Hotel

One Rizal Park 1009 Manila, Philippines

Tel. No. ( 02 ) 527 -0011

Hon. Judge. Agripino G. Morga

Attorney at Law

Sta. Cruz , Laguna

Hon. Judge Nicolas V. Fadul Jr.

Paete , Laguna

RHODORA MADRIDEJOS VILLARIN

                       Applicant            

