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JOB OBJECTIVE: To acquire a position in a growth-oriented firm, which allows me to utilize my skills and acquire new abilities.
WORK EXPERIENCES:

•
Position

:
ADMINISTRATIVE SECRETARY

•
Department
:
Administration
Duration

:
February 1, 2010 – March 15, 2015
Company

:
Medical Center of Digos Cooperative
Location

:
Tres de Mayo, Digos City, Davao del Sur, Philippines
Job Description
:

•
Attends all correspondence, memos, and announcements related to the hospital; keeps file of all these documents and/or reports;

•
Coordinates staff meetings and keeps a record of minutes of meetings;

•
Complies requirements for yearly renewal of hospital licenses i.e. Department of Health and PHILHEALTH;

•
Prepares/Reviews Memorandum of Agreement of agencies with linkages to the hospital i.e. outsource services, affiliations and others;

•
Signs in behalf of the Administrator demand letters to patients with pending accounts and transmittals to Health Management Organizations;

•
Approves Petty Cash Fund Requests of employees and monitors liquidation, as well as approves Emergency Purchase Orders;

•
Prepares travel orders for Official business of employees;

•
Prepares documents and Cash Advances for Official business trips of the Hospital Administrator i.e. conventions, seminars and trainings and others;

•
Takes charge in the major hospital activities in coordination with the BOD and Committees Coordinator, Quality Assurance Officer, Medical Social Worker AND Human Resource Offices;

•
Checks Daily Time Record of the Janitorial Services (Outsource services);

•
Representative of the Hospital Administrator if the latter cannot attend to activities wherein her presence is really called for

•
Position

:
BOARD OF DIRECTOR AND COMMITTEES COORDINATOR
Department

:
Administration
Duration

:
May 1, 2008 – January 31, 2010
Company

:
Medical Center of Digos Cooperative
Job Description
:

•
Responsible for all files of the Board of Directors offices’ files;

•
Responsible for all files of the Board Committees;

•
Encodes Minutes of Meetings, Board Resolutions, Memos, Communications and the like;

•
Sends Notices and other Communications for Board, Officers, Committee Members, Cooperative Members, etc.;

•
Prepares Conference Room/materials/documents needed for meetings/conferences;

•
Prepares General Assembly/Election/Bidding documents;

•
Updates Stock Books and Stock and Transfer Book;

•
Prepares Stock Certificates for members;

•
Performs such other functions as instruction by superiors

•
Position

:
ACCOUNTS RECEIVABLE SPECIALIST
Department
:
Accounting
Duration

:
August 10, 2007 – June 30, 2008
Company

:
Ace Conglomerate Distributors Incorporated (Nestle Distributor)
Location

:
Digos City, Davao del Sur, Philippines
Job Description
:

•
Records all the collections received by sales personnel;

•
Maintaining accurate records and monitors collectibles from clients;

•
Reconciles with the sales personnel for any discrepancies on records

•
Working with customers to facilitate payments and reconcile any differences or conflicts
AFFILIATIONS:

•
Thrift and Livelihood Cooperative

•
Member, Audit and Inventory Committee : February 2014 – February 2014

•
Board of Director

:
February 2013 – February 2014

•
Cooperative Secretary
:
September 2009 – February 2013

•
Digos Medical Center Consumers Cooperative

•
Secretary


:
February 2009 – January 31, 2010 
SEMINARS AND TRAININGS:
Healthcare Services NC II
TESDA, Digos City, PH
February 5, 2014
Personality Development Seminar
MCDC, Digos City, PH
August 23, 2014
Leadership Training and Teambuilding Seminar
Arnaldo’s Hotel, Digos City, PH
Leadership and Values Re-orientation
PCU, Digos City, PH
July 23-24, 2013
Human Resource Management Seminar
Cebu City, PH
September 27, 2014
The art of handling effective meetings with Simplified Parliamentary Procedure
Cebu City, PH
September 28, 2014
EDUCATIONAL BACKGROUND:

•
Tertiary
:
2003-2007
Cor Jesu College;
Digos City, Philippines
Course

:
Bachelor of Science in Commerce Major in Business Administration

•
Secondary
:
1997-2003
Digos City National Highschool; Digos City, Philippines

•
Elementary
:
1992-1997
Ramon Magsaysay Central Elem. School; Digos City, PH
PERSONAL DATA:



•
Date of Birth

:
August 8, 1986





•
Place of Birth

:
Digos City, Davao del Sur




•
Citizenship

:
Filipino

•
Gender


:
Female

•
Marital Status

:
Single
