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PROFILE:

I am a sincere, loyal and dedicated individual who has a great deal of ambition.  Willing to learn and to enhance my skills, I am always up to the challenge. I get along well with others while working efficiently on my own. I am seeking a position where I can develop and excel while giving my best to my employer.
QUALIFICATION:
     My good communication and interpersonal skills, both oral and written also my 

Strong determination towards work helps me to positively interact a range of people of different designations and diverse nationalities. Organized is my guiding principle, plus my advanced knowledge in MS Office (Word, Excel), time management and medical or healthcare services serve as a  compassionate caregiver capable of working with old/young people; understands/recognizes their needs and feelings  this are my tool to love the everyday challenge.
WORK EXPERIENCE:
November 2013 to October 2015
PERSONAL CAREGIVER
· Assisted the patients in understanding their needs requirements regarding their care. 
· Planned and designed nutrition requirements of patients as per their conditions – Looked after eating habits and arranged for diet/menu as prescribed by the doctors.
· Assisted the patients in outside travelling such as medical appointments.
· Looked after the cleanliness and healthfulness of the patients and their environment in the best possible manner.
· Offered around the clock service for aged patients.
August 2011- September 2013
PERSONAL CAREGIVER
· Assisted the patients in understanding their needs requirements regarding their care. 
· Planned and designed nutrition requirements of patients as per their conditions – Looked after eating habits and arranged for diet/menu as prescribed by the doctors.
· Assisted the patients in outside travelling such as medical appointments.
· Looked after the cleanliness and healthfulness of the patients and their environment in the best possible manner.
· Offered around the clock service for aged patients.

· Pays attention to the physical condition of the patients.
April 2010- June 2011
PANASIATIC SOLUTION

Call Center Agent
· Obtain clients information by answering telephone calls, interviewing clients, verifying information.
· Taking outbound and inbound calls.
· Determines eligibility by comparing client information to requirements.
· Establishes policies by entering client information; confirming pricing.
· Informs clients by explaining procedures; answering questions; providing information.
·  Maintains communication equipment by reporting problems.
2003 - 2005
JUFFALI TRADING

SECRETARY CUM RECEPTIONIST 
· Answered, screened and directed inbound phone calls.
· Received and assisted clients and escorted them to correct destinations, offices, rooms or meeting rooms.

· Performed general secretarial duties, including – meeting scheduling, appointment set up, faxing and mailing.

· Took verbal and written messages and transmitted them to exact person/destination.

· Received and sorted email and electronic deliveries.
· Accepted letters and packages delivered to the front desk and distributed to appropriate staff.
· Handled general requests for information and data.

· Interacted well with the public.

· Handled delicate situations, such as – customer requests, special needs and complaints.
2000 - 2003

HEIDELBERG
SECRETARY CUM RECEPTIONIST
· Answered, screened and directed inbound phone calls.

· Received and assisted clients and escorted them to correct destinations, offices, rooms or meeting rooms.

· Performed general secretarial duties, including – meeting scheduling, appointment set up, faxing and mailing.

· Took verbal and written messages and transmitted them to exact person/destination.

· Received and sorted email and electronic deliveries.

· Accepted letters and packages delivered to the front desk and distributed to appropriate staff.

· Handled general requests for information and data.

· Interacted well with the public.

· Handled delicate situations, such as – customer requests, special needs and complaints.
1998 - 2000

XEROX EMIRATES

COPY CENTER LADY

· Printing documents scanning and enhancement of the customers.

· Offer quality reproduction of customer materials like binding, hole punching and copier maintenance.

· Trouble shoots jams and conduct normal key operator preventive machine maintenance.

· Conduct glass cleaning, toner replacement.

· Manage records and equipment usage logs and suggest technical direction.

· Manage knowledge through formal training and operations manual study.  
EDUCATIONAL  ATTAINMENT:
2005-2007 
     UNCIANO COLLEGES

BS. NURSING
Antipolo Rizal, Philippines 

Undergraduate
1986-1990       
 LA IMMACULADA CONCEPCION
                 

Pasig City, Philippines
1980-1986        BAGONG ILOG ELEMENTARY SCHOOL
                       

Pasig City, Philippines
PERSONAL DATA:
AGE:


44 Years Old
BIRTHDATE:

May 17, 1971
BIRTHPLACE:
Sta. Cruz Laguna, Philippines


STATUS:

Single

NATIONALITY:
Filipino
RELIGION:

INC
PLACE of ISSUE:
Bacolod, Philippines 
VISA STATUS: 
 Visit Visa 
 LANGUAGE PROFICIENCY: English, Filipino
