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Date of Birth: May 27, 1976 Status: Single
Religion: Catholic
Citizenship: Filipino Height: 5 ft. and 1 inch Weight: 60kg
OBJECTIVE
To obtain a position as a Receptionist or an Office staff where I can maximize my organizational skills in a challenging environment, thus achieving a high degree of work efficiency. 
Registered Nurse seeking a position within a progressive medical health center. 
SUMMARY OF QUALIFICATIONS
Receptionist
Demonstrated ability of updating appointment calendars, schedules and maintaining conference rooms. Comprehensive knowledge of keeping reception area organized 
Able to give accurate and detailed information to visitors and callers 
Nurse
Advocate for patient’s rights; strive to understand a patient’s needs and concerns. 
Hardworking and energetic; flexible; adapt easily to change of environment and work schedule. Personable with a positive attitude; interface well with patients, families, and nursing staff. 
Monitor patient progress and identifies any changes in status, acting on those changes to insure patient comfort and safety 
Perform routine nursing care to assigned patients and universal precaution practices at all times. Punctual for assigned/confirmed shifts. 
Sales Assistant
Reliable, Trustworthy and conscientious sales assistant who is able to multi-task, handle pressure, work as part of a team and most importantly inspire customers to make a purchase. 
NURSE
Almustakbal Home Care Nursing
International City, Dubai UAE
July 2013 – August 2015
Provided skilled nursing care and services to clients/patients in their place of Residence 
Observed and assessed the health of clients 
Monitored vitals and reactions to medications and look for changes in behavior and condition 
Reported directly to the client’s family, especially regarding concerns for new medical conditions or worsening health 
Provided medical, personal care and physical support. Prepared tube feedings 
Escorting to appointments 
Assisted physicians during examinations and procedures. Handled patients carefully with tubes attached 
Recorded the client’s progression with their health and files its medical reports. 
CLINIC NURSE/SECRETARY/MEDICAL RECEPTIONIST
Well Family Midwife Clinic, Bacolod City Philippines
February 2012  to February 22, 2013
Family Planning 
Health Teaching to the would be mothers/patients Immunization 
Wound Dressing Pre-Natal Care 
Monitoring Progress of Labor Assisted in Deliveries 
New Born care Post Natal Care 
New Born Screening 
Welcomes patients and visitors by greeting patients and visitors, in person or on the telephone; answering or referring inquiries. 
Optimizes patients' satisfaction, provider time, and treatment room utilization by scheduling appointments in person or by telephone. 
Keeps patient appointments on schedule by notifying provider of patient's arrival; reviewing service delivery compared to schedule; reminding provider of service delays. 
Comforts patients by anticipating patients' anxieties; answering patients' questions; maintaining the reception area. 
Ensures availability of treatment information by filing and retrieving patient records. 
RECEPTIONIST/CUSTOMER SERVICE
Limmans Merchandising Bacolod
April 10, 2009 – April 24, 2012
Greet client or customer as they come in and provide visitors badges Received and relay telephone and fax messages appropriately 
Recieved and distribute mails 
Assisted in planning meetings 
Responded to queries put forward by the customers 
Monitored use of supplies and replenish as when needed Directed the visitors or customers to the right department Assisted in catering services 
Maintain filing system and file correspondence 
Provided secretarial support and took dictation and typing documents 
Answering phone calls and forwarding callers to appropriate staff members 
NURSERY NURSE
June 2006-March 2008
Charmaine Louise A. Olac
Assisted in daily acitivities of living 
Read stories and provided other activities to develop language skills Helped the child to develop the number skills and played with her. 
Aware of the child’s health and safety 
SECRETARY/RECEPTIONIST OF SECRETARY TO THE MAYOR
Bacolod City, Philippines Government Office- Mayor’s Office
August 2001- June 2004
Greet the people who come through the door each day Answered and directed inbound phone calls 
Received and assisted clients and escorted them to correct destinations; offices, rooms or meeting rooms. Scheduled a time that works for appointments or meetings 
Received and sorted emails 
Accepted letters and packages delivered to the front desk and distributed to appropriate staff. Handled delicate situations, such as – customer requests, special needs and complaints 
Maintained a neat, tidy and pleasant appearance of the reception area. 
SALES ASSISTANT
Saranggola Fashion Boutique
June 1998- May 2001
Advised customers on the location, selection,price, delivery, use and care of goods available from the store, with the aim of encouraging them to buy and to return to buy in the future. 
Take special orders for items not currently in stock, or not normally stocked, and notify customers when the items have arrived. 
Package goods for customers and arranged for delivery (if needed). 
Price, stack and display items for sale and keep the store tidy and attractive. Arranged for repair of damaged goods and advised on necessary repairs. 
DATA ENCODER
Philippine Commercial International Bank
December 1997-April 1998
FIELD VOLUNTEER (Philippines)
Negros Occidental Habitat for Humanity Foundation, Inc
June 25-29, 2001
Assisted in house construction 
Facilitated the Dutch Volunteers in their assigned area in the construction site 
EDUCATIONAL BACKGROUND
June 2004-March 2007
RIVERSIDE COLLEGE Bacolod City, Philippine
Graduated Bachelor of Science in Nursing
June 1993-March 1997
UNIVERSITY OF SAINT LA SALLE Bacolod City, Philippines
Graduated Bachelor of Science in Commerce
Major in Management Information System
June 1989 - March 1993
LA CONSOLACION COLLEGE-MAIN Bacolod City, Philippines
Secondary level- High School
June 1983 - March 1989
LA CONSOLACION COLLEGE-MAIN Bacolod City, Philippines
Primary level- Elementary School
EXAMINATION TAKEN
Passed the Philippine Nursing Licensure Examination November 29 & 30, 2008 Cebu City, Philippines Passed the Civil Service Sub-Professional Examination April 21, 1996 Bacolod City, Philippines Passed the Prometric Exam for Saudi Council
KNOWLEDGE OF LANGUAGE
Filipino and English
SKILLS
Nursing Care. Efficient, Compassionate, Empathetic, Caring, and Able to control emotions in a stressful situation, Detail Oriented, Good Communication Skills and Computer literate, Multi-tasking, Flexibility, Telephone Skills, Customer Service, Time Management, Organization, Attention to Detail, Scheduling, Professionalism and Quality Focus.
OTHER INTERESTS
Photography, Travel, Reading and Swimming
