03 January 2011

The Manager

Sir/Madam:

It is my honor to apply for an employment in your company.

If you looking for a smart individual, enthusiastic, driven to achieve goals and a sharp learner, can produce efficient and accurate work output, then I am the person you are looking for.  On top of these, I strongly believe that my attitude towards work, trainings, experience and excellent working ethics will make me an asset in your company.  

I look forward for a fruitful employment with you.
Sincerely yours,

Curriculum Vitae
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Objective:  
To acquire employment in your company wherein a dynamic and challenging environment can provide the opportunity for me to use my independence, initiative, competence and dedication towards work in the accomplishment of duties and responsibilities.

Position Desired
Receptionist, Customer Service, Secretary

Work Experience 
Caregiver  
Sanshia Town Taipei County


June 2009 – Dec. 2010
Taiwan, China

· Provided … nursing care to the patient, taking vital signs, chest care, suction, feeding using NGTube, Insulin Injection, giving oral medication, bath, oral care, patients daily exercise,  monitoring and recording patients BP  and DM,  making monthly reports on patients health condition.

Review Coordinator 
Cebu Medical Review Center

Oct. 2005 – Feb. 2009
Cebu City, Philippines

· Provided … Making review  schedules,  marketing, coordinates with the review lecturers  and professors on their review topics and schedules, coordinates students with their review topics, schedules and venue,  assist nurses who wants to apply NCLEX state board examination.

Caregiver 
Sanshia Town Taipei County

1999 – 2005
Taiwan, China
· Provided …nursing care to the patient, bath and oral care, Chest care and suction, NGTube feeding, Giving oral medication, monitoring  and recording DM and BP, making monthly reports on patients health condition

                                   Sales Manager                                      Videomax- Mango Avenue

                                     1996 – 1998                                         Cebu City, Philippines

· Managed daily video rental operations, monitored daily sales rental to achieve daily quota.  Call customer for information of new releases to augment sales rent.  Followed up on late return of videos.  Made regularly monthly inventory and regular reporting of operations directly to the owner.

Secretary/Office clerk 
Aboitiz Air cargo


1994 – 1995
Cebu City, Philippines
· Performed daily office functions, taking phone calls, receipt preparation, printing of statement.  Filing and preparation regular report as directed by the Manager. 

Sales Manager 
Videomax – Mango Avenue


1990 – 1993
Cebu City, Philippines
· Managed daily video rental operations, monitored daily sales rental to achieve daily quota.  Call customer for information of new releases to augment sales rent.  Followed up on late return of videos.  Made regularly monthly inventory and regular reporting of operations directly to the owner.

Education
Associate in Secretarial, 1990


University of Cebu, Cebu City, Philippines


Nursing Aid Course, 1988


St. Paul’s College, Cebu City, Philippines


High School, 1986


Santa Ana Academy, Poblacion, Barili, Cebu, Philippines

Training
Technical Education and Skills Development Authority

National Certificate II – Health Care Services, 2009

Computer literacy
MS Word, MS Excel, MS Power point, Internet browsing, surfing and research
Language Spoken
English, Tagalog, Chinese

Personal Data
Birth
: 13 July 1970


Civil Status
: Single


Religion
: Roman Catholic


Sex
: Female

