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Languages: Tagalog (mother tongue) ,English

 Nationality: Filipino
 Driving license: UAE driving license

______________________________________________________________________
Professional Summary
Committed and motivated Administrative Manager with 7years experience in Administrative and customer service .Demonstrated ability to provide support and service for a broad-rangeof staff and clients.With exceptional customer-relation and decision-makingskills. Strong work ethic, professional demeanor and great initiative

Skills
● Customer service-oriented● Multi-line phone talent

                ● Human resource management                  ● Shipping and receiving 
                ● Efficient multi-tasked         ● Interviewing

                ● Exceptional interpersonal communication  ● Audit preparation and reporting
 ● Organized                                                    ● Recruitment/Staffing

                ● Excellent time management skills                ● Quick learner

                ● Effective workflow management                   ● Creative problem solver

● Teamwork                               ● Exceptional telephone skills
Work History
February 2008 to currentAdministration Manager

Biolite Aesthetic Clinic 

Villa 57, Al thanyaStreet ,UmmSuqueim 2, Jumeirah 3, Dubai UAE
Responsibilities:

People/Staff

● Developed creative promotions to encourage employees to meet sales goals  
Resulting in  achievement rate

● Prepared meeting minutes and increased its efficiency by developing meeting 
agendas

● Recruit, supervise, and direct all staff to ensure the clinic operates in an efficient 
manner and that the patients receive high quality customer service

● Attending to disciplinary and staff issues related to work

● Staff development and training program
● Review yearly staff appraisal evaluation

● Encourage effective teamwork approach

Customer Service
●Developednew ideas in customer relations through telephone contact and clinic 

Promotions
● Increased customer loyalty through good customer service and well established 

rapport

●successfully resolved 3 of customer issues per month.
● Manage waiting times for patient appointments to be minimum possible

Managerial and Financial
● Processed accounts receivable and accounts payables.

● Managed administrative work including clients data entry, client coordinator     

duties, file organization, research and development.

● Handled confidential patient information.
● Review clinic policies and procedures and update as needed. 

● Facilitate new equipment as necessary

● Effective communications with all key business relations
● Action weekly/monthly business reports

● effectively balance people, operational and activity requirements
● Gather and review patient feedback through feedback form

January to May 2007 Call Center Agent

Dish Network/Ventus (ePLDT)

  ILOILO City, Philippines

Responsibilities:
● Provide customer service during an average of 50 calls per night by 
                       Answering customer enquiries, solving problem and providing new product

information.

                    ● Dedicated to continuously improving sales abilities and product knowledge 

● described products to customer and accurately explained details 
● Ensure superior customer experience by addressing customer concern,

                       Demonstrating empathy, and resolving problem on the spot.

● Directed calls to appropriate individual or department.

● Provide effective communication and customer service support to the sales,
and administrative team

● Tracked advertising promotions for clients

 ● Answered questions regarding products while maintaining knowledge of

current sales and promotions.

July 1999 to July 2001   Staff Nurse
Capiz Doctor’s Hospital

RoxasCity , Philippines

Responsibilities:
 ●Conducts an individualized patient assessment, prioritizing the data collection
based on the patient’s immediate condition or needs within timeframe 

specified by clients facilities,policies procedure and protocol

● Developed plan of care that is individualized for the patient reflecting 

collaboration with other members of the healthcare team

 ● Performed appropriate treatments as ordered by physician in an accurate 

and timely manner

                   ● Administered medications and treatments including prescriptions, PRN 

medications and specialized treatments; re-orders such as under the 

direction of a physician

                   ● Maintained accurate and complete records of nursing observations,

medications and prescription sheets and care and therapeutic interactions 
delivered

                   ● Conducted ongoing assessments as determined by the patient’s condition

and or the client facility’s policies ,procedure or protocols and reprioritizes
care accordingly

                     ● Maintained confidentiality in matters related to patient,family and client facility 

staff

                   ● Assisted patients with daily functions

                   ● Provide quality nursing care in accordance with resident care policies and 

procedure.

Education
1999Bachelor of Science in Nursing
Filamer Christian University–Philippines

Licenses & Certification
●Professional License: Registered Nurse - Philippines
●Certificate: CGFNS (Commission on graduates of foreign nursing schools) USA
Character References -Available upon request 
I hereby declare that the information furnished above is true to the best of my knowledge and 
belief. I assure that I will execute the responsibilities assigned to me with utmost sincerity and 

Commitment and thereby prove to be an asset to any organization I may join in future.
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