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CAREER OBJECTIVE
Seeking Administrative/ Secretary/ Receptionist/ Document Controller/ Data Entry Operator/ Marketing/ Sales/ Cashier position in an organizationwhere my professional experiences,education and abilities could benefit mutual growth & success.

PROFILE
(Dedicated officer with a strong work ethic and the ability to build lasting client/customer  

     relationships. 

( Experienced in supervision, customer service, clerical works, and even care giving 

    procedures and hospital duties. 
( Adept at writing and communicating effectively with customers and Co-staff. 
( Multi-tasking; Detail-Oriented; Problem Solver. 
( Adaptable; enjoy new challenges.
 WORK EXPERIENCES
Clerk (Finance Department) 

Lipa Medix Medical Center 

National Highway, Lipa City, Batangas, Philippines

December 2012 – February 2015

· Entertains admission and information queries at the admission booth
· Assists and gathers admission information requirements furnished by the relatives of the   patient to be admitted. 
· Assists and processes HMO concerns both in-patient and out-patient. 
· Performs other duties and responsibilities germane to the position and other tasks that may be assigned by the Finance Unit Head. 
· Handling the external and internal follow-ups coordination of all department concern.
Admitting Assistant (Ancillary Department)

Mary Mediatrix Medical Center 

J.P Laurel Highway, Lipa City, Batangas, Philippines

June 2011 – November 2012

· Serve as the frontline officer of the hospital
· Gather patient’s personal and health information by conducting on-the-spot interview and encode their data at hospital system.
· Responsible in guiding visitors and patients to the correct areas of the hospital and facilities, in-charge in answering telephone enquiries. 
· Complete patients admitting and discharge diagnosis through nurse’s coordination. 
· Handling health insurance coordination.

Sales Representative

Robinsons Department Store

Lipa City, Batangas, Philippines

November 2010 – May 2011
· Provides assistance to walk in customers.

· Provides excellent customer service.

· Answers questions and provides information to customer concerning the items they wanted to buy.

· Coordinates with my Head Department concerning the display of the products, repeat orders of the saleable items, and provides suggestions and gives feedback if necessary.

· Maintain and monitor the assign department and ensures availability of the products.

· Maintain and monitor the status of the selling area, the sales flow and to assist every individual customer with respect.

· Arranges stock on shelves or racks in sales area. 

· Monthly stock taking and reconciliation.
Cashier
Fresh N’ Famous Inc. - Chowking
Robinson, Lipa City, Batangas, Philippines

April 2010 – October 2010


· Greet customers in a specific manner.
· Receive payment by cash, check, credit cards, vouchers, or automatic debits.
· Issue receipts, refunds, credits, or change due to customers.
· Count money in cash drawers at the beginning of shifts to ensure that amounts are correct and that there is adequate change.
· Maintain clean and orderly checkout areas.
· Resolve customer complaints.
· Complete additional duties/tasks as assigned by the Supervisor.
EDUCATIONAL ATTAINMENT

Bachelor of Arts Major in Psychology

Batangas State University

Lipa City, Batangas, Philippines


April 2010
ORGANIZATIONS & AFFILIATIONS
· Philippine Mental Health Association

· Batangas State University Scholars
· Guided and Unified Interaction for the Developmental of Children Inc.
· Psychological Organization for the Promotion of Mental Health 
 PERSONAL INFORMATION
Date of Birth


:
March 20, 1990
Gender


:
Female

Nationality


:
Filipino

Marital Status


:
Single
Religion 


: 
Roman Catholic
Visa status 


:
Tourist Visa

 I hereby certify that the above information is true and correct based on my knowledge and belief.         

                                                                                            

