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	OBJECTIVE


To be able to enhance my skills and abilities, discover new capabilities, improve my personality and engaged in a reputable work that will provide opportunities for self-career development, as well as to establish a productive and harmonious relationship with the organization.
	QUALIFICATIONS


Possess excellent coordination, planning, supervision, problem solving, communication, time management and interpersonal skills; assertive, proficient, hardworking,  goal oriented and possess a genuine desire to provide excellent customer service; looking for a more challenging work environment to utilize gained skills as well as develop positive productive long-term relations with business colleagues, associates and clients
· Passed the Licensure Examination for Nurses
November 2009, manila, Philippines

· Intravenous Therapy Nurse 

· Trained and Licensed in Basic Life Support

· Trained and Licensed in Standard First Aid

	SKILLS


· Computer Literate: MS Word / MS Excel / MS Power Point

· Learning agility and with effective interpersonal communication skills
· Customer service and customer care skills

	WORK Experience


HUMAN RESOURCE OFFICER
JD ISLAND FOOD CONCEPTS CORPORATION

Manila, Philippines
July 18, 2013 up to Present
  



    
Duties and Responsibilities 
· Receiving/Screening resume of applicants (walk-in or referrals)
· Scheduling/administering exam for qualified applicants & conducting interviews

· Conducting orientation for company rules and regulations
· Processing employment requirements
· Issuing uniforms/I.D/contract of employment/salary deduction/memo/clearance/termination
· Time keeping/Payroll (all DTRs from office and operations staff)
· Monitoring attendance of all head office staff & reporting to the Pres. (Late and Absences)
· Preparing endorsement letter for duty assignment
· Monitoring employee’s contract – end of contract/renewal/notice for regularization and probation

· Updating files: master list – head office/operations
             201 files

            Work schedule (operations)
· Counseling – as their HR Officer to address their concern; thus, to make them feel better despite being stressed out from work.
STAFF NURSE (OB-GYNE)
CLINICA ARELLANO GENERAL HOSPITAL






Manila, Philippines
July 5, 2011 – July 20, 2013






Duties and Responsibilities

· Maintain accurate, detailed reports and records.
· 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, plans, implement and evaluate patient care plans.
	TRAININGS and SEMINARS


· “BASIC LIFE SUPPORT”

Balara Elementary School, Quezon City (April 28-29, 2011)

· “STANDARD FIRST AID TRAINING”

Balara Elementary School, Quezon City (April 25-27, 2011)

· “BASIC I.V. THERAPY TRAINING PROGRAM FOR NURSES”

               Lung Center of the Philippines (February 15-17, 2011)
· TRAINEE ENCODER (Purchasing/Sales and Logistics Department)

JD Island Food Concepts Corp. ( June 7, 2010 – September 10, 2010)

	ACADEMIC QUALIFICATIONS


TERTIARY

United School of Science and Technology




Bachelor of Science in Nursing




Tarlac City, Philippines

SECONDARY

Saint Rose Catholic School




Tarlac, Philippines





PRIMARY

Anao Central Elementary School




Tarlac, Philippines

	PERSONAL BACKGROUND


Date of Birth:
 September 16, 1986

Gender:

 Female

Nationality:
 Filipino

Age: 

29 years old

Civil Status:
 Single
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