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CAREER OBJECTIVE:
· Seeking to obtain a position in a healthcare environment where I can utilize my skills and knowledge.
PERSONAL DATA


Age:

             27 y/o


Date of Birth:

July 11, 1988


Marital Status:

Single

EMPLOYMENT HISTORY
February 15, 2014 – February 15, 2016

1. NMC Specialty Hospital - Ward Attendant

Work Description
: 

Insurance Department:

· Worked as fax assistant.

· Doing administrative/clerical work.

· Attend to insurance coordinator’s need.

· Receiving and Sending fax to insurance company.

· Filing patient's insurance request for approval.

· Saving insurance approval/rejection in the system.

INPATIENT, OPD & OT:

· Provide assistance to doctors, nurses, receptionist and patients.

· Send blood and urine samples to the laboratory.

· Send patient’s documents for fax and for insurance approvals.

· Draining patient’s urine.

· Changing patient’s linen and give hospital gown.

· Doing skin preparation of patients.

· Assisting patients for Radiology.

· Sending Instruments to CSSD for sterilization.

· Taking patient’s medicines from the pharmacy.

· Taking patient’s files from Medical Records Department.

· Recording outgoing and incoming files.

· Inventory of supplies/instruments.

Linen In-Charge:

· Worked as linen in charge.

· Tracks accurately and timely the usage of linen items in all areas of the hospital

· Making the soiled list for laundry collection and delivery

· Recording linen collection and delivery in excel sheet.

· Matches count of items received to items sent on invoice

· Restocks and delivers clean linen to all parts of the hospital 

· Makes out  invoice  to assure  charges are  correct

· Calls laundry service  to make  any  corrections if needed

· Communicates in a professional manner with the Laundry Company through phone and email.

· Documents reject linen and works to resolve any linen quality issues.

March 5, 2012 - March 16, 2013
 2. G&F Pharmacy and General Merchandise

Work Description
: 

· Attend to client’s need.
· Sell over the counter and prescribed medicines.
· Prepare medicines aseptically.
· Cleaning and sterilizing dispensing bottles and instruments.
· Operating a cash register.
· Prepare receipts, invoices, letters and memos.
· Order items for use within the store.
· Receiving, loading and unloading incoming goods from wholesalers and   manufacturers.
· Answering queries on the supply and availability of medicines.
· Pre-packing, assembling and labeling medicines.
· Managing inventory, including monitoring, re-stocking, expired products and inventory management.
Jan.10, 2011 – Feb. 27, 2012

 3. Talon General Hospital (Clinic) - Doctor’s Assistant 

 Work Description
: 

· Take initial assessment, history and vital signs on each patient.

· Record patients’ medical history, vital statistics and information such as test results in medical records and updating patients’ profile.

· Assist the doctor as needed during examination.

· Check equipment and supplies, restocking as necessary.

· Clean the equipment and instruments to maintain sanitary conditions.

· Prepare the equipment and instruments used by the physician.

· Assist the doctor in every procedure such as immunization and giving of medications.

· Assure that patients understand the doctors’ instruction.

· Assisting the patient with their health insurance. 

EDUCATIONAL BACKGROUND:
Tertiary

Bachelor of Science in Nursing
2005 – 2009

Central Luzon Doctors’ Hospital Educational Institution


San Pablo, Tarlac City Philippines
Secondary

College of the Holy Spirit Tarlac
2001 – 2005

San Sebastian, Tarlac City
Primary

College of the Holy Spirit Tarlac

1995 – 2001

San Sebastian, Tarlac City

TRAININGS/SEMINARS
· Sept. 27 – 28 , 2013
Basic Life Support Training

PRC Training Center





San Fernando City, Pampanga





Philippines
· Sept. 23 – 26 , 2013
First Aid Training 
PRC Training Center

San Fernando City, Pampanga

Philippines
· July 2, 2013

Certificate of Eligibility

Career Service Professional Examination -

Pampanga High School (PHS)

San Fernando City, Pampanga




San Pablo, Tarlac City
	
	
	
	


