CARLA 
CAREER OBJECTIVE:
I am seeking a challenging position that requires professional working environment wherein I can integrate and optimized my knowledge and abilities while helping through the utilization as established by the profession.

PROFESSIONAL EXPERIENCE:
Administrative Staff                                                                                     

July 2013 – July 2015 

 (Records Section)



San Pablo City, Laguna, Philippines

· Communicate with customers, employees, and other individuals to answer questions, disseminate or explain information, take orders and address complaints.
·  Answer telephones, direct calls and take messages.
· Compile, copy, sort, and file records of office activities, business transactions, and other activities.
· Operate office machines, such as photocopiers and scanners, facsimile machines, voice mail systems and personal computers.
· Handled the tasks of receiving and processing information in an accurate and efficient manner 

· Handled the tasks of conducting database research and report generation 

· Responsible for identifying and solving routine problems 

· Handled other tasks as assigned 

STAFF NURSE TRAINEE
June 2012 to Dec 2012
District Hospital of Laguna

San Pablo City, Laguna. Philippines

JOB DESCRIPTION

POSITION SUMMARY: I gained valuable experience by completing separate rotations in different hospital areas/ units. I facilitated and documented care for patients of all ages, from infants to geriatrics and has been assigned in assisting senior nurses, and doctors at different area/ units: OB Ward, Delivery Room, NICU, Pedia Ward, Surgery Ward, Medical Ward, Pay Ward, Operating Room, Recovery Room, Emergency Room, and Out Patient Department.
Duties and Responsibilities:

· Assess the needs of the patients, to identify potential health or safety problems.
· Carry out prescribed medical treatments/procedures, initiate catheters/ IV's, and work closely with physicians and other healthcare staff to ensure optimal patient care
· Monitor, record and report symptoms and changes in patients' conditions.
· Record patients' medical information and vital signs.
· Modify patient treatment plans as indicated by patients' responses and conditions.
· Consult and coordinate with health care team members to assess, plan, implement and evaluate patient care plans.
· Monitor all aspects of patient care, including diet and physical activity.
· Prepare patients for, and assist with, examinations and treatments.
· Handled all tasks as per hospital policies and procedures.
· Handle life-threatening situations effectively.
 
Private Duty Nurse    





 
September 2010 – June 2011


CASTANEDA FAMILY

San Roque, San Pablo City, Laguna, Philippines

· Contracts independently to render nursing care, usually to one patient, in hospital or private home: Administers medications, treatments, dressings and other nursing services, according to the physician’s instructions and condition of the patient.

· Observes, evaluates and records symptoms.

· Applies independent emergency measures to counteract adverse developments and notifies physician of patient’s condition.

· Directs patient in good health habits.

· Give information to the family in treatment of patient and maintenance of healthful environment.

· Maintains equipment and supplies.

· Cooperates with community agencies furnishing assistance to the patient.

· Supervise patient’s diet. 

· Administers oral medications and injections as prescribed by the physician, and closely monitors for any adverse effects on the client.

· Obtains routine specimens as instructed by the physician.

· Assures that the client understands instructions.

· Encourages health maintenance and promotion through counseling and awareness activities.
SUMMARY OF QUALIFICATIONS
· Good communication skills and strong relationship builder

· Attended programs to keep and enhance clinical competency

· Computer literate

· Hardworking and dedicated individual

· Willing to be trained. Versatile and flexible to changes

· Hardworking and energetic; flexible; adapt easily to change of environment and work schedule
· Maintain critical thinking skills
EDUCATIONAL QUALIFICATION:
Graduated with DIPLOMA IN BACHELOR OF SCIENCE IN NURSING
CANOSSA COLLEGE– April 2010
REGISTERED NURSE
Professional Regular Commission 
Registration No. 0678443
Nursing Licensure Examination- December 2010
CERTIFICATES / TRAININGS: 

· BASIC IV TRAINING PROGRAM under Association of Nursing Service Administrators of the Philippines, INC. by San Pablo Colleges Medical Center

- March 15 to 17, 2011

PERSONAL INFORMATIONS:
       Status
:
      Married


Birth date
:   
April 08, 1982


        Expired Date: 
29 September 2019

Religion:   
Catholic

I hereby certify that the above information is true to the best of my knowledge and belief.     

Carla
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