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WORKING EXPERIENCE:    
DENTAL ASSISTANT (PART TIME)

RACHEL N. NAGAL-GORDA,D.M.D. from October 15, 2014 up to March 27, 2015

· Take vital signs and oral inspections  

· Prepare instrument trays  and  setup/Administer fluoride treatments 

· Schedule appointments and create patient charts 

· Maintain records and supplies 

· Process accounts payable and collections and work with insurance forms

AUTOCAD OPERATOR

EASTERN FORT TRADING L.L.C. -  Dubai, UAE –  from July 2012 up to August 2014
Contracting company for storage division (Supply and install heavy duty warehouse racking/light duty shelving system, mezzanine floor, fabrication, glass/gypsum drywall partition, steel lockers, cupboard etc..)
· Prepare drawings of systems for office/warehouse. 
· Revise drawings and markups appropriately to support generating station. 
· Develop layouts, drawings and designs. 
· Ensure compliance of drafting and engineering standards.
· Estimating materials to be use in the project/requirement.

ARCHIVES CLERK
· Provide administrative support to the office.

· Handled front and phone calls. Attend to clients enquiries. 

· Handle all enquiries related to paperwork/documents.
· Preparing  the documents requires for the application in obtaining the No Objection Certificate in JAFZA permit section.

· Maintain the information in the office records management system

· Ensure all new documents and paperwork are filed and logged properly in the system.

· Respond to internal/external requests for the information from the clients/suppliers archives and records.

· Manage document structuring to ensure easy finding and retrieval when required.
· Filing, scanning and controlling documents
· Receive and process incoming & outgoing e-mails.

· Sending/marketing the company profile and brochures. 

· Review and answer correspondence on behalf of the company.

· Conduct negotiations and responsible for accommodation of customers purchase order.

· Preparing quotations, LPO's and cheques for payment. 
· Follow up quotations and payments.

· Monitoring and records the company expenses.

SECRETARY/ CHECKER/ CASHIER
R-JEM ENTERPRISES (Hardware & Building Construction materials )

 #648 CABIAWAN Rd., Banga 2nd ,Plaridel, Bulacan from April 2010 to June 2012

· Handled front and phone calls. Attend to clients inquiries. 

· Provide secretarial support to the management

· Responsible for keeping all the documents. Ensure proper filing are maintained

· Conduct negotiations and responsible for accommodation of customers purchase order.

· Checking of all the products to be delivered to customers.

· Managed and balanced daily cash flow  
SALES REPRESENTATIVE(Contractual)

DIGITAL TELECOMMUNICATIONS PHILS. INC. Poblacion, Baliuag , Bulacan from March 2008  to December 2008.

· Offers corporate customers and consumers access to hi-speed data transmission. Internet services through domestic and international leased line services.
· Trained in product/selling skills in all areas to give effective presentation.

· Sells consultatively and makes recommendations to prospects and clients of the various solutions the company offers to their business issues.

· Develops a database of qualified leads through referrals, telephone canvassing, face to face cold calling on business owners, direct mail, email, and networking.

· Assists in the implementation of company marketing plans as needed.

· Creates and conducts effective proposal presentations.

· Responsible for sourcing and developing client relationships and referrals.

· Maintains accurate records of all sales and prospecting activities including sales calls, presentations, closed sales, and follow-up activities within their assigned territory.

· Adheres to all company policies, procedures and business ethics codes and ensures that they are communicated and implemented within the team.

MEDICAL-CLINIC ASSISTANT

OUR LADY OF MERCY GENERAL HOSPITAL Longos, Pulilan, Bulacan from Sept. 2005 to October 2007 
· Handled front desk & phone duties

· Attend to patients /clients enqueries

· Maintain regular contract/ rapport in understanding  & anticipating patients  requirements

· Prepare and file patients medical records

· Encourage the patients/clients regarding promotional products of the hospital procedures

· Register patients and manage patient consultation appointments, interview  to complete documents case histories, and forms 

· Taking vital signs of the patient.

· Schedule and confirm patient diagnostic appointments, surgeries and medical consultations

· Provide clinical assistance, such as managing patient information, reporting to clinicians on 

· Billing patients/clients and complete insurance and other claim forms if any.

· Assist consultants with preparation of reports, presentations,   and conference proceedings.

· Arrange meeting and may takes minutes if necessary or per requested 
CHECKER - INVENTORY CLERK

PLANTERS CHOICE AGRO PRODUCTS INC. Plaridel, Bulacan, October 2002 to August 2005

(Distributor of Agricultural Products – Chemicals, Fertilizers & Feeds)

· Receiving of goods from the supplier and make sure that the items is in good condition.

· Checking expiration date and order received against the order of the company.

· Compiles and maintains records of quantity and merchandise or supplies stocked .

· Counts material, equipment, merchandise, or supplies in stock and posts totals to inventory records

· Compares inventories to office records or computes figures from records, such as sales orders, production records, or purchase invoices to obtain current inventory.

· Verifies clerical computations against physical count of stock and adjusts errors in computation or count, or investigates and reports reasons for discrepancies. 

· Compiles information on receipt or disbursement of material, merchandise, or supplies, and computes inventory balance, price, and cost. 

· Prepares reports, such as inventory balance, price lists, and shortages and make sure that the item is in good condition.

SECRETARY (Part-time)

R.T. SAN PEDRO CONSTRUCTION Sto Cristo, Pulilan, Bulacan from June 2002 to September 2002

· Handled front desk and phone calls

· Ensure proper filing and documentation are maintain

· Responsible for keeping all the documents

· Conduct negotiations and responsible for accommodation of customers

· Provide secretarial support to the management

ELECTRONIC ASSEMBLER ( Summer Part –time Job)

YONGDEN ELECTRONICS  & TECHNOLOGY Tabang,  Plaridel Bulacan March 2001- June 2001

LANGUAGE SPOKEN
:
English & Tagalog 

EDUCATIONAL BACKGROUND:
TERTIARY

:
BULACAN STATE UNIVERSITY City of Malolos

Bachelor of Science in CIVIL ENGINEERING (1999-2001Undergraduate)

Bachelor of Science in INDUSTRIAL TECHNOLOGY (1997-1999)

Vocational Course 
:
Certificate in Call Center Agent   (TESDA August 2010)
Certificate in BARTENDING NC II  (TESDA November – December 2008)  

SECONDARY

:
ST. JAMES ACADEMY, PLARIDEL BULACAN 





June 1993- March 1997

ELEMENTARY

:
BANGA ELEMENTARY SCHOOL, BANGA 2ND PLARIDEL ,BULACAN 




JUNE 1986- March1993

ORGANIZATIONAL AFFILIATIONS :


ST. MARY'S FILIPINO COMMUNITY CHOIR ( Member)


Oud Metha, Dubai, UAE

CORO DE SAN ANTIO DE PADUA  – Choir/Pianist/Soloist

St. Anthony De Padua Chapel Banga 2nd Plaridel Bulacan

ST.JAMES THE APOSTLES GRAND CHORALE (Member)

St. James The Apostles Church Plaridel Bulacan
OBJECTIVE:__________________________________________


To obtain a responsible and career oriented assignment in a challenging environment, where I can enhance my knowledge and contribute to the growth of the organization with my skills and expertise. To have a full time job that suits on my qualifications.





EXPERIENCE:__________________________________________


 2 Years in UAE


 8 Years in Philippines





KEY SKILLS____________________________________________








Graduate of Industrial Technology (Drafting)


Good administrative background 


Works well competently with staff level


Dependable , Motivated, Analytical and Hardworking


Good communication skills ,patient and resourceful 


Can work under pressure with minimal supervision


Computer Literate (MS Word, Excel,Power Point and Internet Access)


Preparing drawing using Auto CAD & basic knowledge in Photoshop


Familiar  with the procedure on taking Modifications/NOC  approvals in  JAFZA   from  EHS  & CED departments.


Taking responsibility for personal development, learning and performance level.


Willingness to learn new skills.


With high tolerance in patience.





























PERSONAL DATA 





Gender:        Female





Birthday:      October 13, 1980





Status	:        Single





Religion:      Catholic





Nationality: Filipino





VISA STATUS: 





TOURIST VISA


LANGUAGE SPOKEN	:


English & Tagalog 














