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	Hazel 

Administration – Secretary/ Receptionist
     E-mail: hazel.102877@2freemail.com 

	PROFILE


	Entry-level professional presently looking for a solid career foundation within a reputed organization as Secretary or Receptionist. Eager to exercise knowledge and practical experience in Administration with a need to grow through quick learning. Displayed abilities in working independently, multitasking on several assignments even under pressure, and meeting deadlines. An independent, self-motivated and result driven individual with excellent communication, analytical, coordination, problem solving, and time management skills. 

 

	
	STRENGTHS

	
	· Excellent Command over Administration
	· Liaison with Seniors-Colleagues-Clients

	
	· Strong Customer Service Orientation
	· Proven Planning & Organizing Skills

	
	· Accurate & Detail Oriented Worker
	· Proficient in MS Office Applications

	
	

	WORK EXPERIENCE
	Secretary/ Receptionist


	Nov 2007 –  Jan 2009

	
	Pilipinas Shell Petroleum Corp., Makati City, Philippines (www.shell.com/home/content/ph-en) 



	
	A multinational company and one of the 6 “supermajors”. Its main business is the exploration for and the production, processing, transportation, and marketing of petroleum and natural gas.


	
	· Assisted the Operations Manager in all official procedures and office needs.

· Performed day-to-day office routine works such as maintaining and arranging all project files, correspondences, interoffice memorandums and computer files.

· Kept and controlled important documents such as Commercial License, Insurance Policies, Tenancy Contracts, and Bank Account Details as well as personnel files including Employees Contract, Attendance Records, and Overtime Reports.

· Prepared and send quotations and LPO’s to contractors and suppliers.

· Assisted the PRO in completing documentation requirements for Visa Applications.  
· Greeted visitors entering the establishment, determined nature and purpose of visit, and directed or escorted them to specific destinations. 



	
	Assistant Nurse


	Aug 2007 –  Oct 2007

	
	Tabanera Medical Hospital, Quezon, Bukidnon, Philippines

A private hospital catering to patients in the southern part of the Philippines. 

	
	· Performed physical examinations and monitored patients' blood pressure and vital signs.

· Performed administrative works including filing of patient information and billing tasks 

· Interacted with patients and provided proper nursing care.



	AREAS OF EXPERTISE
	· Act as the main point of contact on administration matters; represent the company to clients.

· Coordinate with various groups within the organization and provide accurate, efficient and committed office work support in completing day-to-day activities.

· Attend to internal or external customer inquiries, provide information to customers about company products or services, and deal with clients and visitors.  

· Skilled in using computers programmed with software to perform administrative tasks such as drafting correspondences, scheduling meetings, and arranging travel needs.

· Manage and keep confidentiality in all correspondences, company documents and reports.  
· Keep relation with local authorities and other third parties dealing with the company.



	EDUCATION & TRAININGS
	Bachelor of Science in Nursing, Capitol University, Cagayan de Oro City, Philippine
	2006

	
	Completed internship at Northern Mindanao Medical Center and Capitol University Medical Center in Cagayan de Oro City from Jul 2004 - Mar 2006.



	OTHER DETAILS
	Filipino National      Born 22nd January 1985     Single       Visit Visa    Speaks English & Tagalog
Well versed with MS Office Suite, Internet and E-mail applications
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