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OBJECTIVE:  To work conscientiously in a reputable company or institution contributing my skills and knowledge based on my work experience and educational background.

EDUCATIONAL BACKGROUND:

College 

:

Metro Subic College Incorporated

Course Taken

:

Bachelor of Science in Nursing

Date Graduated
:

March 22, 2007

WORKING EXPERIENCE:

Receptionists and Information Clerk
Divine Spirit General Hospital

Olongapo City

February 2008- January 2009
Job Description:

· answer telephone, screen and direct calls 

· take and relay messages

· provide information to callers

· greet persons entering organization

· direct persons to correct destination

· deal with queries from the public and customers

· ensures knowledge of staff movements in and out of organization

· general administrative and clerical support

· prepare letters and documents

· receive and sort mail and deliveries

· schedule appointments

· maintain appointment diary either manually or electronically

· organize meetings

· tidy and maintain the reception area 

Staff Nurse

San Marcelino District Hospital Philippines
May – September 2007
Job Description:

· Conducts physical exams

· Ordering X-rays and other lab tests

· Provide routine health care to clients

· Assigned in Delivery room, Emergency room and Out patient Ward,

· Assist in pre-natal to post natal care, assist mothers during labor

· Assist Doctors in providing care
· Taking records or vital signs,

· Giving medicines.


· Provides quality Service to clients/patients
Barista

Seattle’s Best Coffee

Olongapo City, Philippines

2004

Job Description:

· Develops enthusiastically satisfied customers all of the time.
· Provides quality beverages consistently for all customers
· Maintains quality store operations
· Contributes to store profitability
· Takes responsibility to learn all aspects of the barista position
VOLUNTEER EXPERIENCE:

Program Committee

The National Youth Commission and Philippine SEA Games Organizing Committee

23rd Southeast Asian Games

December 2005

TRAININGS AND SEMINARS ATTENDED:

Volunteer’s Training for the 23rd Southeast Asian Games

National Youth Commission

Olongapo City, Philippines

November 17, 2005

Basic Life Support & First Aid Training

Subic Bay Dispensary Training Room

SBFZ, Olongapo City, Philippines

June 8, 2006

Basic Handling & Managing Children Living in Especially Difficult Circumstances

Ang Bata at Kalinga Volunteers for Children’s Welfare

Olongapo City, Philippines

April 8, 2006

ECG Interpretation

Subic Bay Medical Center

SBFZ, Olongapo City, Philippines

March 29, 30 &31, 2006

Neoplasia (A Clinical Approach) & Geriatric Emergencies

Olongapo Health Care Conference

PRN Quality Training and Seminars

SBFZ, Olongapo City, Philippines

September 10, 2006

Psychiatric Care, Infectious Diseases & International Laws in Health Care

Interactive Health Care Summit

PRN Quality Trainings and Seminars

SBFZ, Olongapo City, Philippines
Highlights of Qualification:

· knowledge of administrative and clerical procedures

· knowledge of computers and relevant software applications

· knowledge of customer service principles and practices

· keyboard skills
· Exceptionally fast learner

· Enthusiastic to work independently

· Sense of responsibility

· Inter-personally responsible
· Computer literate

· Hardworking

PERSONAL DATA:

Date of Birth

:

December 02, 1980

Citizenship

:

Filipino

Civil Status

:

Single

Sex

:

Female

Height

:

5’3”

Weight

:

110 lbs.

Language Spoken
:

English, Filipino

I do hereby certify that the above information is true and correct to the best of my knowledge and belief.

