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Position Apply for:   Sales Lady/Secretary/Reception
CAREER OBJECTIVE

                                         To find a job that will be applicable to my work experiences      

                                          and that which will add to my store of knowledge.

KEY OF SUCCESS
                                         Give proper care to the patients and Procedures,Integrity &           

                                         Ethic, Leadership, Teamwork, Training, Communication  

                                        and Continuous Improvement.   

WORK EXPERIENCE:
BENCH  PHILIPPINES –SALES LADY

· Assist costumers

· Arrange the goods in the proper way

· Be sure our costumer satisfied in our service

· To make sales

· Record the sold out/un sold  item and make inventory

SACRE COEUR MEDICAL CLINIC & BIRTHING CENTER– NURSING ASSISTANT

· Patients interview

· Taking vital signs

· Monitoring normal labor

· Assisting in normal delivery

· Assisting cord care

· Administering medications to patients and inpatients

· Delivery of family planning

· Prepares communication letter   
HOSPITAL TRANING- Conducted by Robillo Hospital in Calinan,Davao City

On-the-job Training –Sacre Coeur Medical & Birthing Center

Leadership Training Seminar –Hugpong sa Kalambuan Dabaw
                                      (Assisted Project of World Vision Development Foundation)

Status : Employment

Magno Security Agency – Davao City, Philippines – Secretary/ Reception
· Assist Phone calls

· Assist client visit in our office

· Prepares salary certificate 
· Prepares correspondence to the clients

· Ensures that documents are filed in individual folder for easy vouching/reference

· Administered company Guest house/ Pantry supply

· Prepares Invoices

· Arrange hotel booking

· Prepares communication letter
EDUCATION

· Taking up Bachelor Science of Agricultural Economics in University of Southeastern Philippines. One of the best schools in the country             

· A certified Nursing Assistant taken in Lifeline Medical Training Center
                                                                                                                                                                                                                                             

PERSONAL DATAILS       

Age:


29 years old

Nationality:

Filipino

Birth date:

July 02,1980

Place of Birth:

Calinan, Davao City Philippines

Civil Status:
            Single

Height :                       5’2 feet tall
Religion :                    Catholic 

Visa Status:

On visit

Languages Spoken:
Excellent in English and Tagalog

SPECIAL SKILLS

Computer Literate   -  Microsoft Word, Excel and Power Point,

Swimming

Driving (slightly)

The above-mentioned are true and correct to the best of my knowledge.

