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DESIREE 
POSITION APPLYING FOR:
Logistics related or admin related position, or any vacant position qualification fits.

OBJECTIVE:
To work in an ORGANIZATION wherein my excellent customer service skills, administration, and computer skills, various knowledge and good education will be fully utilized.
SUMMARY OF QUALIFICATIONS: 

Bachelor of Science in Hotel & Restaurant Management Graduate, Midwifery and Professional Caregiver Diploma Holder. Excellent Communication Skills in Spoken and Written English. Can speak and understand limited  Arabic and Hindi. Ability to supply customers’ wants and needs. Proactive, Hardworking, Reliable, Self-motivated and result oriented. Can work independently, Flexible, Creative, Self-Driven, and Professional Team Player.  With almost 3 years working experience as Nursing Assistant in a hospital and 3 months as a Receptionist in UAE. Five (5) years customer service/administration experience in the Philippines. Computer Literate i.e. MS Office, (Powerpoint, Excel & Word).  
WORK EXPERIENCE
Gulf Experience:
      Date  :  
Aug 18,2008 to present
      

      Position  :  Secretary to Gen. Manager
           

 Job Description: 
· Responsible of general office  Administration. 

· Maintain all  documentation (electronic and hard copy versions) 

· Prepare, update and report statistics including trend analysis. 

· Prepare general correspondence          

· Prepare presentations               

· Organize meetings                                             

· Update and maintain company designed Website 

· Arrange business travel booking of General Manager (other staff if required) 

· Prepare all requisitions and liaise with Purchasing Dept., regarding the same 

· Generate HSE measurements               

· Control issuance of office supplies and other office requirements to the staff 

· Organize company events. 
· Update and maintain bid deliverables 

      Date  : October 2005 – Aug 17, 2008
      Company : Jebel Ali Hospital - Dubai, UAE
      Position  :  Nursing Assistant (DOH Licensed)  cum Insurance Coordinator 

           

 Job Description: 
· In charge of Insurance coordination (insurance approval) patient’s consultation schedule and doctor’s duty rota.

· Attends change of shift report. 
· Takes vital sign of the patient. Makes assessment of assigned patient. . 

· Confers with Head Nurse, Assistant Head Nurse or Supervisor for any problem. 

· Plans and coordinates patients discharge/transfer. 

· Plans, directs, assist with bedside nursing patients, transferring to/from bed and wheelchair, in and out of vehicle using appropriate body mechanics. 

· Coordinates with other services-housekeeping, maintenance, x-ray, and laboratory. 

· Makes round frequently for observing, assessing, meeting patients needs. 

· Makes rounds with the physicians and supervisors. 

· Assists Physician and Nursing personnel in clinical procedures such as Minor Surgical, Suturing, Special Exams, Casting and Splinting. 

· Calls Physician to meet needs of the patient and inform of any changes in patients conditions. 

· Records all observations and changes in conditions on the appropriate patients record. 

· Participates in educational update for improvement of patient care. 

· Ensures patient privacy, dignity and confidentiality. 

· Full time assigned to emergencies and operations. Assisting the doctors for their                            requirements, taking care for the patients needs.

· Timely assigned to do front desk job (receptionist) as part of customer service during time of necessity.
      Date  : July 2005 - September 2005 

      Company : THE EDGE / A Marketing Communications Co. - Dubai, UAE 

      Position  : Receptionist 
      Job Description: 
· Greets visitors, confirming appointments and referring visitors to the proper office and/or staff member; 
· Responds to questions, inquiries and complaints from customers in person and over the telephone.

· Answers, screens and refers telephone calls; takes telephone messages.

· Operates a computer terminal and performs word processing and/or data entry in accordance with standard procedures and computer software requirements; 

· Maintains a variety of standard office and specialized records and files; 
· Prepares manual and computer logs and files;

· Summarizes information and prepares routine reports.

· Picks up and distributes incoming mail; opens, logs and routes office mail; stuffs, sorts and prepares outgoing mail.
  
Date  : November 2000 - February 2005 

Company : SMART TELECOM Specialist Inc. BATAAN, Philippines 

Position  : Customer Service Officer / Tele Sales Executive 
Job Description:
· Consult with customers about their product or service needs or their wants.

· Perform telephone cold-calling to promote and sell products/services to potential customers. 
· Obtain sales leads. 
· Co-ordinate sales’ visits/assessment. 
· Handle customer enquiries. 
· After sales follow-up. 
· Responsible for achieving KPIs. (Key Performance Indicators) 
· Troubleshoot products and services to best fit their needs and expectations.

· Investigate what products and services the customer will need even if they may not know what they need. Probing as to what they want and present what they feel they may need dependant on their needs and wants.

· Middle liaison between the workers and the customer.

· Full responsibility of ensuring that customer is aware of what products and services are available, what are the features, and how they can operate it.

· Provide customer service to staff, and some customer who receive number by accident for help. 

· Handle incoming and outgoing phone calls, inquiries, and other customer service related functions. 
· Collects and receives payment from customers; 

· Prepared daily and monthly sales performance report; 

· Responsible for monitoring and liquidation of promotional items; 

· Prepared bill charges, warranty and other documents to be sent to customers; 
· Arranging for seminars or workshops for the training facility, researchers, or other entities

· Assisting in preparations for presentations at scientific meetings

· Arrange trainings of new personnel  and refresher training for old employees requirements. 
OTHER DUTIES
· Operates a variety of standard office equipment; performs miscellaneous clerical tasks.
ACADEMIC QUALIFICATIONS: 
Bachelor of Science in Hotel and Restaurant Management 
San Sebastian College Recolletos de Manila, PHILIPPINES Graduated 2000

MIDWIFERY Course - Licensed (Phil. Prof. Regulation Commission) 

      Manila, PHILIPPINES Graduated 1995
Assistant Nurse - Licensed (Department of Health) 

      Government of Dubai, United Arab Emirates – 2005
Professional CAREGIVER Course   

The Philippine Women’s University - December 02-July 2003
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