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OBJECTIVE:

· To open my mind to new vitals of learning and stimulate my eagerness to discover all the theories and continue harnessing my skills that I have learned not only to further my ends, but also to help other people.
· To have the right attitude, to keep a lot of hard work and increasing determination nor as to keep my qualities for being honest and smart, to be kind and generous as I trek headway along not only to the world of nursing but to everyone.

· To give my best dedication and perseverance in dispensing utmost care without reservation and discrimination.

HIGHLIGHTS OF QUALIFICATIONS:

· Accomplishes required tasks in lesser accumulated time and still delivering concise results.

· A true team player with the ability to take work direction from many people and prioritize effectively.
· Possess excellent communication skills with top management as well as with other subordinates in order to achieve a common goal.
Additional Skills:

· Well versed in MS Office – Word, Excel, Email and Internet
· Interpersonal skills

· Hardworking, flexible and fast learner

· Ability to handle multiple priorities

· Strong attention to details
· Well organized and disciplined

EMPLOYMENT BACKGROUND:

SECRETARY / OFFICE PERSONNEL
 Inc.,  July 2012 –  February 2015
Olongapo City, Philippines
· Managing the daily office activities.

· Provide efficient secretarial duties and responsibilities.

· Handle all correspondence, maintaining records, answering telephone calls and emails promptly and courteously.

· Seek for potential suppliers considering customer’s requirements to meet their satisfactions.

· Prepare Inquiries to Suppliers, Quotations, Purchase Orders, Delivery Notes, Invoices and Statement of Accounts.

· Regular follow-up for pending Inquiries, Quotations, Orders and Deliveries, Receivables.

· Handles office Petty Cash for daily and immediate requirements.

· Generate Booking and Reservations for Managing Director, Company Staff and Guests.

· Prepare reports for Managers and Director.
PACU Nurse
Bataan General Hospital, Feb. 2010 – Feb. 2011
Philippines
· Assess patient’s condition before surgery and monitor post surgical recovery.
· Document the procedure, pre and post anesthetic condition of the assigned patient.

· Assist the surgeon during surgery as integral part of the surgical ward team.

· Participated in Medical Missions conducted by Medical Mission Foundation of Michigan, USA.
· Participated in the free Medical Mission and Blood-Letting Project.
Volunteer Nurse
Samal Rural Health Unit. Nov. 2009 – Feb. 2010

Philippines
· Assess patient health problems and respond by taking appropriate actions to prevent  potential complications.
· Care for wounds, cuts, blisters and abrasions with first aid, cleaning sutures and bandaging.
· Assist doctor and health care team on specialty care.
TRAININGS AND SEMINARS:

· Regular I V Training Program

Bataan General Hospital, Balanga City

August 27-29, 2010

· ECG Reading and Interpretation
SM Cinema 5, SM San Fernando, Pampanga, January 2008

· Medication Errors, Elements of Charting and Different Fields of Nursing

“Essentials of Effective Nursing Practice”

Crown Royale Hotel, Balanga City, Bataan, March 2006

· Elements of Effective Charting
Total Life Care Medical Center, Olongapo City, August 24, 2005
· Genetic Biotechnology and Genetic Engineering
Crown Royale Hotel, Balanga City, Bataan, February 24, 2004
· Laboratory Examination in Significance to the Nurse and the Patient

Audio Visual Room, Bataan Polytechnic State College, Balanga City

January 20, 2004

· “Doctor, Doctor I am sick…Call the Nurses Very Quick!!!!”

Audio Visual Room, Bataan Polytechnic State College, Balanga City

January 08, 2004

ORGANIZATION/AFFILIATIONS:

· Philippine Nurses Association, Inc. (PNA)

Regular Member

· Association of Nursing Service Administrators of the Philippines (ANSAP)

IV Therapy Nurse

EDUCATION:

Bachelor of Science in Nursing
Bataan Peninsula State University – Philippines

S. Y.: 2002 – 2006
PERSONAL INFORMATION:

Birthday

:
July 10, 1984
Citizenship

:
Filipino

Civil Status

:
Married
Language

:
English and Filipino

Skills


:
Typing, Computer Literate

Visa Status

:
Visit Visa

