Personal Data
Nationality



:  Filipino

Age



        
:  28
Visa Status



: Visit visa
Objective


For me to seek challenging position wherein I can utilize my abilities and experiences effectively and efficiently; to promote a positive atmosphere among clients and co- workers.
Key Qualification

· A graduate of a 4- year course degree in Nursing in one of reputable Colleges in the Philippines. I am highly motivated, hard working and computer literate.

· Have good communication skills in English, verbal & written and could easily adapt to different cultures.

Working Experience



School Secretary –Qatar

· Our little Treasure Nursery (September 2012 – August 2015)
· Under the direction of school manager

·  performs a variety of clerical and support work involving both specific routines and broadly defined policies and procedures

· greets and interacts with the public, works cooperatively with staff, students, and parents

· sort and classify incoming mail and other information for efficient disbursement to appropriate recipients.

· prepare letters, memoranda, reports, bulletins, handbooks, questionnaires, requisitions and other materials
· ability to handle confidential information with complete security
· Order or tally lunches daily and provide month-end summary
· gather and prepare appropriate attendance/accounting information.

· maintain office bulletin board

· performs other related duties as assigned


English Instructor

· Voim English Corporation  (April 2010- August 2012)

· conducting group classes

· handling one on one classes

· making materials based on student's level

· Part-time Jobs

· Reading Tree (April 2012 – September 2012)

·  assisting students in enhancing their comprehension, speaking and reading skills.

· Home-based Freelance Online Tutorial (January 2011 – September 2012)

· Helping students in preparing for their EILTS examination

· Handling business English courses

· Conducting free conversation classes based on student's preferences

· Pinas Square English (August 2011 – January 2012)

· Handling business English courses

· Conducting free conversation classes based on student's preferences 

· Dream Factory ENI Corporation (September 2009- March 2010)

· Five-minute tutorial phone classes on basic expressions

 

 Nursing Aid
· Roxas Memorial Provincial Hospital (July 2008-March 2009)

Pediatric ward, Medical ward and Surgical ward

· Prepare and change beddings, towels, pillow that will be used by patients.

· Deliver messages from the doctors to the patients or vice versa.

· Assist patients with their demands and needs.

· Bathe and dress patients

· Prepare the meal of the patients; feed them if necessary.

· Collect used utensils such as plates; also collect used medicine bottles, needles, gloves to dispatch.

· Clean hospital rooms; disinfect to avoid contaminations.

· Answers signal lights, bells, or intercom system to determine patient’s needs.

· Takes and records patient’s temperature, blood pressures and respiration rates.

· Do hospital errands.

· Follow tasks assigned by chief nurse or doctor.

Education


Bachelor of Science in Nursing 


Philippine College of Health Sciences, Inc.      2003- 2007

Manila, Philippines

Trainings Attended

· English as Secondary Language  (September 2009)

Incomtec Philippines, Inc. 

· Finishing Course for Call Center Agent  (August 2009) 

Incomtec Philippines, Inc. 

· Computer Programming (July  2009)

Institute of Creative Computer Technology College
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