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CAREER OBJECTIVE  

 To be a part of a competitive company not just to enhance my knowledge and capabilities but to develop and cultivate my talents and skills as well which I have gain and acquired thru my education and experiences that may be of help to the success of the company.
TRAINING AND SEMINARS
Registered Nurse License 
ISO 9001: 2008 (Quality Management System Requirements),                                                                                                           ISO 1400+ cor.1 2009 (environmental management system requirements)                                                OHSAS 18001:2007 (Occupational health & safety management requirements)

First Aid training (Industrial)

May 11, 2014 – May 18, 2014

SKILLS
Microsoft Office proficiency

Patient charting
Meticulous attention to detail

Medical terminology
Dedicated team player


Strong interpersonal skills
Detailed meeting minutes

            Resourceful
Time management

PROFESSIONAL EXPERIENCE

PROJ. NURSE/DOCUMENT CONTROLLER (Field Engineering Group)

Building Beaver Corporation


Cubao, Quezon City Philippines


December 10, 2013 Febuary 27,2015
DOCUMENT CONTROLLER
· Designed electronic file systems and maintained electronic and paper files.
·  Maintained an up-to-date department organizational chart Made copies, sent faxes and handled all incoming and outgoing correspondence.

· Organized files, developed spreadsheets, faxed reports and scanned documents.

· Created weekly and monthly reports and presentations.
PROJECT NURSE

· Administered first aid & other necessary medical attention to an injured person

· Prepares & keep records of medical related incidents, medicines and other paraphernalia

· Performs other duties & responsibilities as deemed necessary

· Report directly to Safety  Officer

· Implement and complies with ISO 9001: 2008 (Quality Management System Requirements),ISO 1400+ cor.1 2009 (environmental management system requirements) & OHSAS 18001:2007 (Occupational health & safety management requirements)

CLINIC NURSE
Dr. Juan O Canda (Cardiologist & Internist)

San. Fernando Pampanga Philippines

Mar 01, 2010 to June 11, 2013

· Schedule and confirm patient diagnostic appointments, surgeries and medical consultations
· Compile and record medical charts, reports, and correspondence, using typewriter or personal computer.
· Answer telephones, and direct calls to appropriate staff.
· Receive and route messages and documents such as laboratory results to appropriate staff.
· Interview patients in order to complete documents, case histories, and forms such as intake and insurance forms.
· Maintain medical records, technical library and correspondence files.
· Transmit correspondence and medical records by mail, e-mail, or fax.
· Perform various clerical and administrative functions, such as ordering and maintaining an inventory of supplies.
· Perform bookkeeping duties, such as credits and collections, preparing and sending financial statements and bills, and keeping financial records.
· Transcribe recorded messages and practitioners' diagnoses and   recommendations into patients' medical records.
.

EDUCATIONAL ATTAINMENT


Bachelor of Science in Nursing ( 2005-2009 )


Dee Hwa Liong College Foundation
PERSONAL INFORMATION

Nationality: 
 Date of Birth:
       Civil Status:        Visa:
Filipino
August 18, 1988      Single
         Visit Visa
