Rosyl 
Rosyl.254076@2freemail.com 
 
QUALIFICATIONS
· One Year UAE work in Administrative, Human Resource and Project Coordination 
· Two Bachelor’s Degree in Secondary Education & Nursing 
· Two Years On-the-Job Training in the Hospital 
· Three years as English Department Head 
· Six Years as Human Resource Officer 
· Six Years as Admission Officer 
· Eight years as High School English Teacher 
PROFESSIONAL EXPERIENCE
· Administrative Officer 
May 2012 – February 2013 
Planet Medica LLC – Dubai, United Arab Emirates ADMINISTRATIVE 
· Manned request, delivery and acquisition of several equipment’s for several tenders 
· Manage administration tasks for Committee meetings, including compiling agendas, recording minutes and drafting correspondence based on meeting outcomes 
· Maintained office equipment and supply of general stationery, and ordered repairs and servicing of machinery as required 
· Answered department telephone in a polite and professional manner, directing calls where appropriate and taking and delivering accurate messages 
· Overhauled the office filing system to gain easier access to records and increase efficiency 
· Handle partners worldwide on telephone and in person with queries and problems regarding ongoing and incoming tenders or project 
· Train new employees in administrative tasks within the department 
· Maintain records and file data according to category 
· Handling petty cash 
· Processing Visa application 
HUMAN RESOURCE
· Conducts hiring procedures, screening of candidates, coordinating interviews. 
· Assisted staff with payroll, leave, redundancy and holiday queries. 
· Comportments orientation program to new employees. 
· Attends to employees’ grievances and complaints; provides guidance if necessary. 
· Provides feedback to the management to enhance a better and cordial working environment. 
PROJECT COORDINATOR
· Acted out as project coordinator to tenders 
· Facilitated and invited different big companies around the world to be our partner in the tender and current projects we are conducting 
· Provided a smooth transition of ideas and plans to action to several projects 
· Managed and train sales engineers and staff 
· Admission & Human Resource Officer 
June 2002 – May 2005 & June 2008 – May 2011 Holy Cross of Hagonoy- Davao del Sur, Philippines 
Teacher -English (1st Year & 2nd Year Level) & Public Speaking Class Moderator- Yearbook and Student Body Organization 
· Making lessons Plan 
· Evaluating students’ performance( all graded assignments, quizzes, oral participation and exams) 
· Weekly meeting with co-teachers and faculties 
· Preparing monthly written examination 
· Writing report cards 
· Monthly meeting with student’s parents to discuss students graded performance and behavior / conduct 
· Act as class adviser/ classroom manager 
· Guidance counselor 
· Facilitating school activities such as sports and cultural activities 
· Over-all-in-charge of yearbook making 
· Spearheading the Evaluation and acceptance of new-enrollees 
· Nursing On-the-Job Training 
Year 2006 to 2008 
-Brokenshire Integrated Health Ministries Inc. Southern Philippines Medical Center Davao Regional Hospital & Rivera Medical Center 
-Taking accurate patient’s condition and charting / documenting (detailed health 
history, assess patient, monitors patient’s condition)
-Taking vital signs (taking blood pressure, Respiration temperature and Pulse Rate) -Check doctors order , notifies doctors to changes and evaluating what is and isn’t an emergency
-Administering and double checking medications (oral, topical, suppository, intravenous/ shots)
-Performing diagnostic tests and basic tests (mantoux/ skin test, tourniquet test, blood glucose test, starts intravenous line, draws blood, total parenteral nutrition, gastric feeding ) -Basic routine (keep patient comfortable all the time, giving baths, assisting patient in walking or exercise
-Check test and result, and family education (deals with family, give health teaching to the patient and to the rest of the member of the family).
-Assist doctor during Operation by preparing all instruments needed
-Assisting the patient comfortably as possible, taking and monitoring vital signs before and during each procedure
-Monitoring intravenous line and all the lines and tubes attached
-Keep the place sterile all the time, assisting and teaching the mother on the do’s and don’ts while waiting for the delivery
-Coaching the woman breathing exercise and when to push -Assists other nurse and physician in administering medication
-Constant monitoring of time, counting of all needles, sponges and instrument before and after each delivery and procedures.
-Home visitation and conduct basic health check-ups and basic screening such us montoux test and blood glucose test
· English Department Head 
Teacher –English (3rd Year & 4th Year) & Public Speaking Teacher Admission officer- in-charge 
Moderator- English Club, Band, Yearbook, Battle of Academic Wizards Coach & Student Body Organization 
Holy Cross of Hagonoy- Davao del Sur, Philippines July 1999 – May 2005 
· Facilitating developmental activities for co-English teacher 
· Make Yearly Syllabus 
· Making lessons Plan 
· Evaluating students’ performance daily basis 
· Recording all graded assignments, quizzes, oral participation and exams. 
· Weekly meeting with co-teachers sharing ideas and finding new ways to make school a great place to learn 
· Preparing monthly written examinations 
· Writing report cards 
· Monthly meeting with student’s parents to discuss students graded performance and their behavior / conduct in school 
· Act as class adviser/ classroom manager 
· Guidance counselor 
· Facilitating school activities such as sports and cultural activities 
· Over-all-in-charge yearbook making and Lay-outing 
· Monthly meeting with English Teachers 
· Spearheading the different activities of the whole studentry 
· Preparing new modules and strategies for the wizards 
SKILLS & INTERESTS
∙ Advanced Computer Application (Microsoft Word, Excel, Powerpoint, Outlook) &
Oracle
· Language (English and Filipino) 
· Good in Public Relation 
. Multi-Tasking
. Outstanding organizational, scheduling and time administration skills ∙ Events Coordination (Planning, Organizing, Hosting) & Lay -outing
EDUCATIONAL BACKGROUND
Bachelor of Science in Nursing, 2008
Brokenshire College, Philippines
Bachelor of Secondary Education Major in English, 1999
Holy Cross of Davao College, Philippines
PERSONAL INFORMATION
	Age
	:
	37 yrs. old

	Birth date
	:
	February 27, 1978

	Birth Place
	:
	Philippines

	Civil Status
	:
	Single

	Citizenship
	:
	Filipino

	Height
	:
	5’4”

	Weight
	:
	180 lbs.


