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Position Desired
Gulfjobseeker.com CV No: 1318530
Mobile +971505905010  cvdatabase[@]gulfjobseeker.com
To contact this candidate use this link

 http://www.gulfjobseeker.com/feedback/contactjs.php
Admin Assistant
Career Objectives
To pursue a career in a high profile company that will provide me the skills and expertise where I can attain a high level of performance by using my knowledge, capabilities, skills, education and experience that would also nurture my personal and professional goals and in return for continuing progress and excellence of the company that I will be working for.

.

Career Highlights

· Bachelor of Science in Nursing 
· Over 2 years of experience in nursing and customer support, I have been involved in the following:
· Serves customers by providing product and service information; 
· Maintains financial accounts by processing customer adjustments;

· Contributes to team effort by accomplishing related results as needed;

· Guides english language learners towards gaining knowledge and skills in order to become productive citizens by increasing English proficiency in listening, speaking, reading and writing. 
Knowledge and Skills
· Proficient in Microsoft Office Application (MS Excel, MS PowerPoint)
· Effective at multi-tasking

· Detail-oriented and efficient professional

· Able to work well in a team but can work independently as needed

· Highly trustworthy, discreet, ethical, and hardworking
· Proficient in English communication and presentation skills
· Good in Public Relation
Education and Trainings Completed:
Nursing Practice Trainings (Operating/Emergency Rooms/Wards)
Cebu City Medical Center/ Eversley Child Sanitarium/ Vicente Sotto Memorial Medical Center, Cebu City, Philippines – YR 2009-2011
Bachelor in Science in Nursing 

University of San Carlos, Cebu City, Philippines – YR 2007- 2011
Detailed Experience
	from – to
	employer/description of duties

	YR 2014                                (MAY-NOV)      
	SHIMA BPO Inc                                                                              Cebu City, Philippines                                                             Customer Support
Reports directly to Customer Service Representative
Attracts potential customers by answering product and service questions; 
Resolves product or service problems; 

Maintains financial accounts;

Recommends potential products or services to management;

Contributes to team effort by accomplishing related results as needed.



	YR 2012
                           (APR-AUG)      
	English Camp (ESL),                                                                   Cebu City, Philippines                                                                English Teacher
Reports directly to ESL Teacher.

Establishes high and appropriate expectations for learning, motivation and presentation of work;

Utilizes teaching strategies to allow learners to make good progress compared to their previous attainment;

Provides, or contributes to oral and written assessments, reports and references relating to individual students and groups of students;

Interact in a friendly and patient manner with students from different cultural backgrounds, students of all levels of language proficiency, and students who may have disabilities.



	YR 2009-2011

	Cebu City Medical Center                                                        Cebu City, Philippines                                                                Nursing Practice                                                                      


Reports directly to student nurse.

Provides patients' personal hygiene by giving bedpans, urinals, baths, and shampoos; assisting with travel to the bathroom. Monitor vital signs and report to the physician.
Eversley Child Sanitarium                                                            Cebu City, Philippines                                                                Nursing Practice                                                                      


Reports directly to student nurse
Provides activities of daily living by feeding patients as necessary; ambulating, turning, and positioning patients;
Monitor vital signs and report to the physician.
Vicente Sotto Memorial Medical Center                                       Cebu City, Philippines                                                                Nursing Practice                                                                      


Reports directly to student nurse
Maintains barrier nursing techniques and prevent cross infection;
Assists student nurse during operation (handing equipment, sponges and other necessary instruments needed).



Personal Info
Age: 23                                                                                                                  Marital Status: Single                                                                                             Visa Status: Visit Visa                                                                                                                                                                              Availability: Immediate                                                                                      



