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 OBJECTIVE: 
To undertake a career that would utilize and enhance my knowledge and skills competently and effectively in pursue of growth, excellence and productivity with a commitment to deliver quality service.
PERSONAL INFORMATION:
          Date of birth:          August 22, 1987                   Citizenship:                  Filipino

          Civil Status:                  Single

          Height:                     5'                                             Age:                               28 years old

          Weight:                   105 lbs

​​​​​​​​​​​​​​​​​​​​​​​​​​​​
EDUCATIONAL BACKGROUND:

TERTIARY

· CAPITOL MEDICAL CENTER COLLEGE       2006-2008

Bachelor of Science in Nursing

· FAR EASTERN UNIVERSITY                         2004-2006
                             Bachelor of Science in Nursing

QUALIFICATIONS 

· Extremely well organized with a strong ability to multitask             

and prioritize work 

· Career focused with a strong passion to succeed 

· Confident & outgoing with excellent interpersonal skills 

· Excellent in English verbal and written communication 

· Has the ability to work in a fast paced environment under 

                pressure.

· Has the ability to do the best in everything I put   my mind to.

· Has the ability to work on my own initiative and responsible in doing so.

· Fast learner and has the ability to self train.

· Has the ability to bring out the best in team members.

· Strong analytical skills.

WORK HISTORY:
JEREMYDAR Inc.  June 2014 – February 2016

Admin Staff

· Works closely with and assist the Admin Manager.

· Immediately attends to various queries and concerns of the clients through emails and phones calls

· Provide office support services in order to ensure efficiency and effectiveness.

· Canvassing prospective suppliers, tools & equipments, especially high valued items.

· Schedule and coordinate meetings, appointments and travel arrangements of the employee

· In charge in filling and encoding documents.
Marine Benefits Assistance Services, Inc. (Subsidiary of Norwegian Hull Club) Nov. 20, 2013 - May 19, 2104
Admin Staff/ Receptionist

· Provide office support services in order to ensure efficiency and effectiveness.
· Operate telephone switchboard to answer, screen and forward calls providing information

· Re-direct calls as appropriate and take adequate messages and courier deliveries
· Canvassing prospective suppliers, tools & equipments, especially high valued items.

· Greet persons entering establishment, determine nature and purpose of visit, and direct or escort them to specific destinations.

· Communicating with people outside the organization, representing the organization to suppliers, the public, government and other external sources. This information can be exchanged in person, in writing, or by telephone or e-mail.

· Perform other related duties as required.

Infinite Dreams Events           2013 – 2014 
Part time Events Coordinator 
· Responsible for planning and coordinating events such as weddings, debuts, corporate events, festivals and product launches. 

· Ensures the event runs smoothly and efficiently. 

· Coordinate details of events such as product launching, company anniversaries, weddings, debuts, sports festival (fun run, mini olympics) and the likes. 
· Coordinate event logistics with suppliers/vendors and managing budget that adhere to client needs.
AstraZeneca  Pharmaceutical (PHILS.), INC.  November 23, 2011 - May  23, 2012
Customer Service Associate         

· Promoting AZ products to target Medical Doctors in assigned hospital/clinics. 
· Immediately attends to various Doctors' queries/concerns and coordinate it with counterparts, supervisors, marketing or medical team.
· Implementing activities promoting AZ brands
· Monitoring target sales quota.
TRAININGS ATTENDED
2008               The Philippine National Red Cross Standard First Aid Training 
                         PNRC – Quezon City Chapter 

2008 
      The Philippine National Red Cross Basic Life Support 

                        CPR training ( for healthcare providers) 

                        PNRC – Quezon City Chapter 

SEMINARS ATTENDED
2008                        Mitigating Hunger: A Great Nursing  Responsibilities

                                                Capitol Medical Center Collage
 2008                       Test Framework and Nursing Competencies
                                                 Capitol Medical Center Collage
 2008                        Ethico Legal Nursing Practice in the Operating Room

                                  Capitol Medical Center Collage
2008                          Integrated Management of Childhood Illness


                                  Capitol Medical Center College
