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Flexible, Efficient, Customer Service Oriented and Reliable Executive Assistant.

SKILLS
· Proficient in Microsoft Applications :
· MS Word

· MS Power point

· MS Excel

· MS Publisher

· MS Outlook

· Typing

· Capable of handling administrative work
· Knowledgeable in internet research

QUALIFICATIONS:
EXECUTIVE ASSISTANT

Operating Room Department,

University of Perpetual Help Dalta Medical Center

Las Pinas, Metro Manila

April, 2012 - April, 2015
· Provides secretarial support to the Operations Manager. 

· Organized and maintained the department’s records, files and workflow.
· Resolved administrative routines with considerable independence with only unusual or complicated issues  referred to the Operations Manager
· Prepared and submitted monthly statistical reports. 

· Responsible for the prompt and accurate dissemination of documents internally and externally.

· Responsible for all clerical work requirements of the office  in a systematic and organized way.
· Coordinated implementation of different management initiative and special projects.
· Provided information  pertaining to organizational  procedures and policies and processed confidential matters.
· Coordinated the repair and maintenance of equipment and never compromised the day to day operations by efficiently scheduling its preventive regular maintenance.
· Ensure that accurate information and effective coordination is implemented being the primary liaison of centralized Departments like HR, Corporate Services, Accounts and IT services.
· Supported the Department in all Administrative Functions including but not limited to Encoding and maintaining all office documents in an orderly manner and make it readily available upon request.
· Courteously received phone calls, service calls and endorses to concerned personnel.
· Recorded, transcribed and prepared minutes of meetings.
· Initially handled and attended the walk-in visitors, business partners, media and hospital staff before the same was referred to the Operations Manager or relevant Department Heads.

· Facilitates obtaining approval of pertinent documents/memos/contracts from relevant authorities.

· Coordinated, arranged and informed the department head of any scheduled meetings, seminars, trainings and other important business activities.
· Discharged duties and responsibilities as requested by the department head.

EDUCATIONAL BACKGROUND
Tertiary
BACHELOR OF SCIENCE IN OFFICE ADMINISTRATION



Camarines Sur Polytechnic Colleges



Nabua, Camarines Sur



April 12, 2010



Three-year diploma in Specialized Secretarial


March, 2009



Two-year diploma in Associate in General Secretarial


March, 2007



One-year certificate in Junior Secretarial



March, 2006

Secondary
Saint Bridget School



Buhi, Camarines Sur



April, 2003


 PERSONAL INFORMATION
Date of Birth     :  November 27, 1986

Sex

   :  Female

Status

   :  Single

Nationality        :  Filipino
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