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PERSONAL SUMMARY
A competent secretary/receptionist able to provide a general and medical secretarial service and deliver exceptional customer service in a busy office, clinic and/or hospital environment. Having outstanding spoken and written communication skills and the ability to remain organized whilst working under pressure. Possessing a natural ability to put people at ease and unperturbed, work as part of a team and also keep track of doctor’s busy schedule. Can deal confidently with hospital consultants and other senior medical staff whilst managing important administrative and secretarial tasks. Currently seeking for a secretarial or any administrative position that suits my qualifications with your company.

KEY SKILLS & COMPETENCIES

· Computer, Internet and Microsoft Office literate (Word, Excel, PowerPoint).

· More than 6 years of experience working as secretary/receptionist.

· Office skills include Telephone & Front Desk Reception, Customer Service, Filing 
Database & Records Management, Executive & Administrative Support, Complaint Handling and Data Entry (75 WPM).
· Can effectively and professionally answer the telephone and deal with enquiries of customers in all levels.

· Flexible and able to adapt easily to new situations and developing workloads.

· Have excellent spoken and written communication skills.

· Have ability to focus and high levels of concentration when typing medical letters.

· Able to discreet and understand the importance of confidentiality.

· Can communicate effectively with consultants, legal officials, and other healthcare professionals.
EDUCATION

Bachelor of Secondary Education (18 units earned)

North Davao Colleges

Year: 2004


Bachelor of Science in Biology


University of Southeastern Philippines

Year: 1999-2003
EMPLOYMENT
Retail Sales Assistant
Chef Anne’s Pastries and Baking Supplies

September 1, 2013 to December 20, 2015

· Working on the frontline of a pastry shop and baking supply store and contributing to the overall performance of the store by driving sales at every opportunity whilst at the same time making sure every customer receives exceptional levels of service and enjoys their visit to the store. Responsible in helping to run the store in a day to day basis by assisting with launching retail initiatives, general store maintenance and training new staff.  

Secretary cum Receptionist

Babies to Teens Pediatric Center

January 19, 2008 to July 15, 2014

· Dealing with enquiries from patients. Communicating and coordinating with doctors, consultants and other healthcare professionals. Carrying out all clerical support duties including photocopying, typing, filing, telephone answering and etc.

Duties

· Conducting patient interviews to obtain personal data, insurance, and financial information from patients or guardians.

· Answering the telephone and dealing with queries from patients, hospitals and etc.

· Answering all incoming calls and/or emails and distributing information to relevant parties.

· Encoding data into the computer, updating patient records and maintaining a filing system.

· Dealing with enquiries from patients of all backgrounds face to face.

· Keeping track of doctor’s busy schedule and dealing with patients to make appointments.

Quality Assurance Head

Arc-Men Food Industries Corporation, August 1, 2004 to August 15, 2007

· Responsible and manage all quality assurance and control systems, reporting and documentation procedures and report directly to the company president.

Quality Assurance Laboratory Technician

Arc-Men Food Industries Corporation, 

August 4, 2003 to July 31, 2004

· Responsible for the chemical and microbial testing of samples of the finished product from the processing plant. Work with QA personnel to achieve set objectives and directly reports to the QA Head.


