​Objective:

To obtain a secretarial position in a challenging and healthy work environment with an opportunity for

growth and to utilize my skills, knowledge and experiences that will contribute to organizational growth.

​Professional Summary:

Energetic, dedicated and enthusiastic secretary with over 8 years work experience in secretarial management and health care industry. Excellent in multitasking, attention to detail and proven

ability to

Handle, managed office environment and ability to work under pressure with minimal supervision

Possess excellent communication and organizational skills and willing to work above and beyond the call

of duty.

Consistently receives outstanding feedback from my employer and co­worker.

​Functional Skills:

In depth knowledge of Microsoft Office, Excel, PowerPoint and Outlook

Quick Learner of new software applications. Word Processing­ ability to type 60­70 words per minute

Proficient in english spelling and grammar. Professional in english verbal and written communication

​Personal Attributes:

Planning and time management, excellent organizational skills, initiative, reliability, dependability, detailed

oriented, stress tolerance, able to multi­task, highly proactive, excellent customer service honest and

adaptable to change

Willingness to work in a flexible schedule and high work loads

​Educational Qualifications:

Bachelor of Science in Office Administration

Camarines Sur Polytechnic Colleges, Philippines ­ 1997 ­ 2001

Associates of Applied Science in Medical Office Administration

	Heald College, California U.S.A.
	­ 2013­2015


​Work Experiences:

Staff Coordinator

Health Care LLC

USA.

December 2011 ­ March 8, 2016

· Maintains staffing operation across the board

· Scheduling and assigning employees and following up work output.

· Ensures that schedule are set in a way that each shift with in a company is appropriately manned.

· Obtain daily staff requests and fill them efficiently

· Coordinate staff to meet the organization’s requirements

· Monitor overtime accumulation and attendance

· Provide facility tours to newly hired employees

· Assists the human resources in orientation and training of a new employee.

· Track a document all in service training sessions

· Maintain schedule for rotating staff

· Secure coverage for vacancy shifts

· Maintains daily staffing reports and records to ensure that each activity is properly logged

· Process employee’s vacation requests

Secretary

Blanca Retirement Home

California USA

December 2007­ December 2011

· Maintained residents and staff log and medical records with confidentiality

· Handled incoming and outgoing correspondence

· Handled incoming and outgoing calls

· Prepared and organized paperworks

· Managed paper and electronic filing

· Take dictation and data entry

· Operates office machines

· Arrange meetings and taking minutes

· Developed a staffing plan that identified the type and number of staff needed to provide the service required for the residents

· Advised all staff to provide a quality service to each resident that will enhance their dignity

· Developed a service plan according to resident's choice, capabilities, individuality and independence without compromising their health and safety

· Ordered medications, request medications refills

· Scheduled residents’ appointments

· Maintained scheduling events and calendar.

· Coordinate with residents’ primary physician with regard to any health concern or changes of health and behavior

· Developed and implement policies and procedures prohibiting abuse

Secretary

Talib Electro­Mechanical Works

Dubai, U.A.E

February 2004– October 2005

· Coordinated office activities and handled incoming and outgoing calls

· Collected and coordinated the flow of internal and external information

· Established the administrative procedures for tracking staff’s daily tasks.

· Photocopying and filing submittals

· Prepared and maintained office records, reports and correspondence

· Typed routine letters, memoranda, reports, minutes of meetings

· Developed and arranged meetings and conferences of the staff and notified interested parties

· Made travel itineraries and hotel reservation

· Established office files logs and control records

· Sorted, opened, and distributed incoming mail to staff

· Maintained confidentiality of documents and information

· Kept informed of office details and advised management of problems

On The Job Training Experience:

Department of Environment and Natural Resources (DENR)

Legazpi City Philippines

· Assist in documentation and filing

· Distribute correspondence to each department

· Photocopying and faxing

· Recording daily activities in the department

· Answering telephone calls

· Typing simple correspondence

Accomplishments:

Maintained positive working relationships with our 300+ caregivers and more than 200+ clients

Provide consistent quality service for an extended of time by meeting our client needs, expectations

and their choice of car.

Designed and implemented a scheduling system that increased front office productivity.

​Profile:

Age:
34

Civil Status:
Single

Citizenship:
American

Visa Status:
Visit Visa

First Name of Application CV No: 1646802
Whatsapp Mobile: +971504753686 

[image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!




