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OBJECTIVE

To acquire a position in an organization wherein skills, knowledge and capabilities could be enhanced for Professional Growth and Advancement.

SKILLS & COMPETENCES

· Proficient in Microsoft Office (Word, Excel, Outlook, Power point)

· Able to interact as a team player using excellent visual, oral and written communication skills  

· Self-starter, fast learner, vigilant and organize  

· Can work with minimal supervision and with proven leadership capabilities  
PROFESSIONAL EXPERIENCE
RAMOS GENERAL HOSPITAL – Philippines



Feb23, 2009 – July 31, 2015


Medical Staff Coordinatorcum Secretary

Job Description:
· Acts as receptionist, greet and assist in the office, answers telephone providing a variety of routine with informational and technical answers referring calls to appropriate party.

· In charge in the completion of required forms of the medical staff and other documentations.

· Assists and give scheduling support to all policies and reminders to members of the medical staff.

· Maintains records providing appropriate documentation and complete activity reports.

· Types a variety of routine and complex reports, correspondence, etc. may compose routine reports and transcribe dictations.

· Maintains a filing system and cross reference system if necessary.

· Assists Medical Staff Treasurer in collecting dues and posts accounts and ledgers and bill appropriate funding sources.

· Performs scanning of clinical records as scheduled.

· In charge in updating Licenses of the Doctors 
· Prepare Minutes of the Meetings.

· Organizes and consolidates group stationary requests
HR Assistant
Job Description:
· Attracts applicants by placing job advertisements.
· Determines applicant requirements by studying job description and job qualifications.
· Assist candidates with the application processes and questions.

· Respond to queries in person, by phone and email from applicant and recruitment agencies.

· Manage and collate job applications and responses to all applicants within a timely manner
· Arranges management interviews, to be conducted in person, via phone or internet.

· Maintain the HR and Recruitment report (attendance, overtime and leaves)
· Ensure completion of all documentation as per the recruitment standards and processes
· Prepare Memo’s & Other Legal Letters.

· Performs all other duties as required or assigned

BAQUE CORPORATION – Philippines





June 2006 –Dec 2008


Admin Assistant cum Receptionist
Job Description:

· Answer and disseminate calls

· Responding to email request

· Preparing quotations, Purchase Order for customers.

· Arranging couriers, bookings, pick up and distribution (packing list, commercial invoice, COO)  

· Responsible in monitoring logbook, filing, updating bills and payment, courier’s correspondences and reports.

· Serve as point person for receiving Deliveries, Invoices for Accounts Team and keep track of the Invoices

· Attend to visitors and assist other staff in the organization with their inquiry.

· Perform other Duties as needed.
EDUCATION

COLLEGE 
2002-2006
Tarlac State University - Philippines
degree: Bachelor of ARTSIN social science major in

DEVELOPMENT STUDIES
PERSONAL


Gender



: Female

Date of Birth


: July 18, 1985

Civil Status



: Married

Citizenship



: Filipino


Religion



: Roman Catholic

Languages Spoken


: English, Filipino
