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PREFERRED JOBS: 
Office Manager / Documents Comptroller/ Administrative Assistant/ Sales Associate /  Executive Secretary/  Recruitment Support Specialist/  HR Assistant / Management Assistant /Legal Secretary / Call Center Agent / Receptionist /  Asst. Office Manager / Teaching Assistant / and other Multi-tasking jobs
Bringing 11 years of office administration experience as follows:

Profile Overview:
2004- July 2015                     CHINESE GENERAL HOSPITAL AND MEDICAL CENTER
                         286 BLUMENTRITT ST. STA CRUZ, MANILA

Senior Executive Assistant
    HOSPITAL ADMINISTRATION COMMITTEE
EXPERIENCE:
Effectively managed office operations, utilizing the following skill sets:
· Set up Executive’s schedule and make arrangements for their meetings
· Directly reporting to the Chairman of the Board and the Exec. Vice President
·  Receives and screen incoming memoranda, submissions and reports in order

·  to determine their importance and appropriately notify the attention of the
 Hospital Committee Directors.
· Recording Expenditure and Office Budget

· Maintaining the condition of the office and arranging for necessary repairs

· Attending Conferences and Training

· Responding to patient’s inquiries and complaints
· Facilitates the receipt of pertinent documents for signature.
· Scans and convert important documents for easy retrieval.
· Maintains a record management system for filing and retrieval 
of documents, accounts and reports.
·  Facilitates bidding proposals and approval from the management.

·  Facilitates the receipt and approval of quotation proposals from contractors.

·  Performs other special administrative functions as assigned by the Committees.
·  Suggests on hand solutions to every problem that needs to be solved.
· Facilitated  the release of check refund for Hospital patients

· Known the basic accounting computations

· Prepared Monthly Inventory of Checks on Hand
· Weekly Voucher Reconciliation to Accounting Department

· Assisting Events and Association’s Party

· Performs general clerical duties such as Emailing, typing of documents,                          photocopying, and sending fax of important documents
AS DOCUMENT COMPTROLLER FOR ISO CERTIFICATION
·  Manage and ensure the implementation of records control of quality and

HSE making sure retention period and archiving procedures are in place

and implemented
·  Organizing of document control system

·  Routing and tracking of documents for approval

·  Release of documents and distribution of copies

·  Ensure current document revisions are available

·  Document master list maintenance and release

·  Identification of obsolete documents and removal for filing

·  Scanning and archiving quality records

·  Supplier approval, certification and maintenance

·  Labeling modifications
·  Writing minutes of the meeting during Management Review
Jan. to December 2001
  SEVENS CLOTHING AND APPAREL




  GREENHILLS SHOPPING CENTER, ORTIGAS
SALES STAFF

· Approached customers in a nice manner
· Assist the needs of the customers

· Advice customers of discounts and promo duration
· Received payments and issued receipts

· Weekly inventory of unsold items

· Maintained the shop cleanliness

EDUCATION:
1996 - 2000   POLYTECHNIC UNIVERSITY OF THE PHILIPPINES

                                                   STA. MESA, MANILA


                   Bachelor of Science major in Banking and Finance
·    Given an evaluation grade of 1.5 for my excellent performance in practicum 

    at Social Security System Main Office
·    Obtained an average grade of 1.75 in a thesis entitled 
        “STUDY ON MULTI-LEVEL MARKETING (networking)”.
SEMINARS ATTENDED:
· Seminars on Insurance held at P.U.P library, Sta. Mesa Manila

· Seminar on Counterfeiting held at MRI Conference II, CGHMC, Manila

· Seminar on Personality Development held at MRI Conference II, CGHMC,  Manila

· Seminar on “Employees’ Compensation Module, Occupational Diseases, 

Compensability of Injury, Benefits under Employees’ Compensation Program held at MRI Conference III, CGHMC Manila

QUALIFICATIONS:
· Bachelor’s Degree with College Diploma
·   Passed the Career Service Sub professional (Philippine Govt.Examination)
·   Proven skill in writing (Business Correspondence)
·    Computer literate ( MS WORD, EXCEL, POWERPOINT et.al)
·    Strong interpersonal skills, with the ability to communicate 
  effectively with all levels of staff including nontechnical and technical personnel
OBJECTIVE:
· “To obtain a position that will enable me to use my strong organizational  
    
skills, educational background and ability to work well with people.”
· To work in a company that maximizes and develops their employee’s  
 
potentials.
PERSONAL FACTS:
                 


Age           :        36 yrs. old    


     
    Birth date        :        July 18, 1979



  Nationality      :        Filipino
