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Job Title: Receptionist
Job Objective:
· I want to succeed in an environment of growth and excellence to meet personal and organizational goals.
OBJECTIVE
Skills:
· Good oral and written communication and interpersonal skill.

· Knowledgeable in the use of Microsoft Office. (Word, PPT, Outlook, Excel).
· Typing speed of 52 WPM.
· Ability to multi-task and work under pressure.
Work Experience:
· Secretary

General Trading Est.

(Present - March 3, 2014)

· Managing emails

· Monitoring phone calls / taking messages

· Provides clerical and administrative support, either as part of a team or individually

· Filing
· Documentation
WORK EXPERIENCE:
Medical Experience:
       (On-the-job Training)
· Rogaciano M. Mercado Memorial Hospital

· Philippine Orthopedic Centre

· San Lazaro Hospital

· San Juan De Dios (The Priory- Hospice of Saint John of God)
Education:
	Tertiary Education:
	Systems Technology Institute (STI) College

	Degree:
	Bachelor of Science in Nursing

	Year Graduated:
	2013

	
	

	Secondary Education:
	Sacred Heart Academy

	Year Graduated:
	2009

	
	

	Primary Education:
	Sacred Heart Academy

	Year Graduated:
	2005


Seminars / Training Attended:

Intermediate 2  






   British Council
(English Class)




Tariq Bin Zaid St. (near Rashid Hopsital), Dubai







  11 September – 02 November 2014








Microsoft Office






NADIA Training Institute
(Word, PPT, Outlook, Excel)


      

Shk. Zayed Road, Al Moosa Tower II, Dubai








            23 March - April 24, 2014

Challenge Towards Change 




STI College – Sta. Maria
In Empowering STIERS   




Triple A Bldg. Pob., Sta. Maria,Bulacan










October 2011

“Disasters and Crisis:





STI College – Sta. Maria 
The Role of Nurses outside the hospital”


Triple A Bldg. Pob., Sta. Maria, Bulacan











February 2010

National Service Training Program – II



STI College – Sta. Maria








Triple A Bldg. Pob., Sta. Maria, Bulacan











March 2010

Basic Life Support






STI College – Sta. Maria
  “Cardiopulmonary resuscitation training 


Triple A Bldg. Pob., Sta. Maria, Bulacan
  for healthcare providers”  






March 2008
I hereby certify that all the necessary information that was given above is true.

