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Gulfjobseeker.com CV No: 1450566
Mobile +971504753686, +971505905010  

cvdatabase[@]gulfjobseeker.com

To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php
O B J E C T I V E S
To obtain a position where I can effectively utilize my experience and a position that will enable me to enhance and use my professional skills.
E D U C A T I O N
Wesleyan University Philippines
March 2006
Bachelor of Science in Nursing
E X P E R I E N C E
Human Resource Assistant | Union Galvasteel Corporation
March 2010-June 2015
Prepares Timesheet for payroll purposes, check and encode overtime, and Leave of employees. Update and monitors Sick leave/Vacation leave ledger Prepare post payroll analysis and discusses concerns with Accounting Department for any discrepancy or adjustments
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Maintain, safe keep and update employee files and the HRIS in strictest confidence

Distribute and files Notice of Personnel Action to concerned employees Monitors contract of employees. Coordinates with Managers regarding employment status

Source applicants, conduct initial interview and recommends shortlisted candidates for interview of HR Officer

Administer psychological tests for applicants and forward to HR Officer for checking

Facilitate in-house training programs

Performs related functions that may be assigned by the Assist. Vice President
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Cashier | SM Supermarket
December 2008 - April 2009
Greeting customer as they enter and checking on them periodically Scanning barcodes into the cash register, handles customer’s payments, and issue receipts.

Wrapping delicate items, bagging purchases. Attend to customer’s queries and concerns.

Calculate total payments received all through a time period, and reconcile this with sum of sales.

Maintain cleanliness at the cash-register area.

Nusing Aide I | San Jose City General Hospital
July 2006 – September 2008
Monitors vital signs of the patient every two hrs/shift Check and maintain patients hygiene

Give sponge bath to bed ridden patients and newborn Prepare clean linen on patients bed before admission

Collect and clean soiled linen after patients discharge on the hospital Give oral medication to the patients

Assist doctors and nurses during doctors rounds Assist midwife during pregnant delivery
Give oil bath to newborn babies

Assigned in emergency room, operating room, and patients ward
S K I L L S
· Able to maintain effective working experience 
· Able to easy cope up with the environment 
· Good written and verbal presentation skills 
· Willing to invest time and effort to complete a certain responsibility 
· Hardworking and effective at multi-tasking 
· Highly trustworthy, discreet and ethical 
· Able to work under pressure and overtime 
· Computer literate (Microsoft Word, Excel, Publisher, Powerpoint) 
· Able to use office equipments (Fax machine, printer/scanner, photocopier) 
CHARACTER REFERENCE:
· Available upon request. 
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