DONNA
Email: donna.330339@2freemail.com 
PERSONAL DATA:

Nationality:

Filipino
 

Status:


Single

Sex:


Female

Date of Birth:

July 13, 1977
EDUCATIONAL BACKGROUND:

Bachelor of Science in Computer Engineering

Universidad de Zamboanga 

Zamboanga City, Philippines

1995-2000
EMPLOYMENT HISTORY:

1. April 1, 2017 to present

Administration Manager, 
Manzil Healthcare Services, Abu Dhabi, UAE

· Supports the Management team with administrative details by preparing correspondences, compiling and summarizing data into concise form and preparation of reports. 

· Exercises independent judgment and action, including making frequent decisions in accordance with delegated responsibilities. 

· Performs experienced level secretarial tasks of confidential nature including but not limited to writing letters, reports, memoranda, filing, and distribution of mail, etc. 

· Supports Management team productivity by maintaining calendars; scheduling appointments, meetings, conferences, teleconferences, and travel arrangements.
· Provides historical reference by developing and utilizing filing and retrieval systems, maintaining records; recording meeting discussions. 

· Maintains office supplies inventory by checking stock, anticipating needs, placing and expediting orders, verifying receipt. 

· Overseas reception and office management of the Abu Dhabi office. 

· Ensures the smooth running of the office. 

· Ensures all OSH requirements are fulfilled per Civil Defense requirements. 

· Maintains contractual documents on facility management and trade licenses etc. to support the Services Manager.
Procurement:

· Selects profitable vendors and reviews the bidding process. 

· Negotiates with vendors to secure products and services for the company. 

· Establishes base lines for expenditures. 

· Verifies payment and confirms delivery of goods and completion of services. 

· Ensures prompt payment and delivery. 

· Collaborate with key persons to ensure clarity of the specifications. 

· Responsible for ensuring smooth process flow within the company, which includes service to internal customers from other departments and levels of leadership. 

· Administer online purchasing system.
Quality:

· Responsible for coordinating and documenting reviews, progress reports. 

· Enable plans, preparation and coordination of accreditation visits. 

· Reviews accreditation requirements, evaluation processes, and presents such to management. 

· Liaises with internal and external key persons involved in the accreditation reviews and processes. 

· Attends all accreditation meetings and records the discussions. 

· Takes initiative for planning and supervising projects, manage multiple tasks concurrently and meet deadlines without compromising standards of service and quality. 
· Coordinates Group wide quality/accreditation requirements.
Other Key Tasks:

· Coordinating and managing the Partners @ Home relationship and contract deliverables on behalf of Group CEO & Clinical Director UAE. 

· Act as point of contact on behalf of Group CEO in Abu Dhabi. 

· Logistics coordination, coordinating technical issues, printing meeting materials, copying/scanning, etc. 

· Prepare and edit correspondence, communications, presentations and other documents as when required. 

· Arrange and coordinate meetings and events per instruction. 

· Coordinate Abu Dhabi project-based works. 

· Conduct research, collect and analyze data. 
· Be involved in general administrative works of the CEO’s office.
2. Nov. 10, 2004 to March 31, 2017
Medical Secretary, Office of the Chairman, Oncology Department 

Tawam Hospital in affiliation with Johns Hopkins Medicine, Al Ain, UAE

Awards:
· Co-Author of the document submitted to the Sheikh Hamdan Bin Rashid Al Maktoum Award for Medicine Science 2012 – the entry was awarded as one of the outstanding clinical department in the public sector in UAE, 2012. 
· Customer Service Award in 2011 for Tawam Hospital
Publications:

1. The 3rd Annual  SEHA Research Congress 2011 

CML Management at tertiary care SEHA centers in Abu Dhabi, United Arab Emirates, an update

Arif Alam1, Imran Mirza2, Sabir Hussain1, Amar Lal1, Nameer Saadawi2, Donna Lee and Jorgen Kristensen2
2. ASH Annual Meeting 2011 – abstract 4451

CML Management at tertiary care Centers in Abu Dhabi, United Arab Emirates

Arif Alam1, Imran Mirza2, Sabir Hussain1, Amar Lal1, Nameer Saadawi2, Donna Lee and Jorgen Kristensen, MD, PhD6
3. Emirates Oncology Conference 2012 - abstract

CML management at tertiary care centers in Abu Dhabi, United Arab Emirates. 

Alam AR1, Hussain S1, Lal A1, Mirza I2, Al Saadawi N3, Lee D1 and Kristensen J2.

1Department of Hematology/Oncology Tawam hospital, Al Ain, 2 Pathology Department Sheikh Khalifa medical City, Abu Dhabi, 3Department of Medicine, Sheikh Khalifa medical City, Abu Dhabi


Achievements:

· Established the first and only Tumor board discussions available in Cerner recorded as clinical chart.  
· Coordinator and Member of the planning and organizing committee for the Emirates Oncology Conference (2012-2016) – responsible for the local, regional and international speakers, scientific program and their itineraries.  

· Coordinator and Member of the planning and organizing committee for the Oncology NCCN congress for two consecutive years in 2008-2009. 

· Processed an average of 500 patient’s referrals on a yearly basis.

Job Summary:
· Liaise with the Hematology, Oncology, Palliative Care, Pediatric Oncology/Hematology Radiation Oncology and Breast Care Physicians regarding the provision of a quality secretarial support service.
· Overall in charge of the operations and administrative support for the department consisting of 37 physicians and 3 administrative staff.

· Effectively communicate any relevant information to patients and their families.

Job Description:
· Conduct research, compile data, and prepare papers for consideration, presentation and clinical research.

· Meet with individuals, special interest groups and others on behalf of the executive administration of the Oncology Department.

· Set up and oversee administrative policies and procedures for oncology department.
· Review operating practices and procedures in order to determine whether improvements can be made in areas such as workflow and reporting procedures.

· Interpret administrative and operating policies and procedures for employees.

· Co-ordinate with the Chairman of Department with regards to workload and ensures that work is prioritized and distributed evenly.

· Carry out training of secretarial/clerical staff as required and monitor their progress.

· Maintaining general and confidential filing system. Maintaining a high standard of confidentiality at all times.

· Receiving investigative reports, ensuring that medical staffs see them, and filing these reports in medical records case note folders.

· Liaising with out-patient departments to ensure that appropriate patient appointments are made.

· Familiar with the hospital computer systems (Cerner, Oracle, Kronos, etc.).

· Maintain thorough knowledge of medical terminology.

· Maintain a working knowledge of specialty protocols.

3. May 31, 2001 to Nov. 8, 2004
Administrative Assistant

Office of the Director, Infection Prevention and Control Dept. 

King Abdulaziz Medical City – National Guard Health Affairs

P. O. box 9515 Jeddah 21423, Kingdom of Saudi Arabia

Job description:

· Organizing the monthly training for hospital employees related to “safety, environmental and infection control”.
· Submission of the monthly and yearly reports pertaining to infectious diseases to the MOH of Saudi Arabia. 

· Managing and updating the database for infectious disease for reporting to MOH.

· Responsible for providing administrative and clerical services in order to ensure effective and efficient operations.

· Type correspondence, reports and other documents

· Maintain office files

· Taking and distributing minutes of meeting.
· Coordinate repairs for office equipment

4. April 2, 2000 to Feb. 28, 2001
Administrative Assistant
Office of the President

Ok Department Store, Zamboanga City, Philippines

Job description: 
· Responsible for the accounts payable taken from the companies.

TRAININGS AND SEMINARS ATTENDED
	19-21 March 2015

5th Emirates Hematology Conference 

Dubai World Trade Center, UAE


	13-15 Nov 2014

Emirates Oncology Conference 2014

Emirates Palace, Abu Dhabi, UAE



	14-16 Nov. 2013

Emirates Oncology Conference 2013

Emirates Palace, Abu Dhabi, UAE


	8-10 November 2012

Emirates Oncology Conference 2012

Emirates Palace, Abu Dhabi, UAE



	6-8 October 2011

UAE Cancer Congress 2011

Dubai, UAE


	May 21-22, 2007




Work Ethics
Tawam Hospital, Al Ain, UAE





	March 2007

Administrative and Office Management
Tawam Hospital, Al Ain, UAE


	December 07, 2006

Team Building Skills Program
Tawam Hospital, Al Ain, UAE



	December 19, 2004

PPG Workshop
Tawam Hospital, Al Ain, UAE


	August 2001 to April 2002

Safety Liaison Officers Program
King Khalid National Guard Hospital, Saudi Arabia



	Quality Management Educational Training:

	January 13, 2003




Team Facilitation

King Khalid National Guard Hospital

Saudi Arabia


	December 31, 2002




Tool Time/Overview CQI Tools
King Khalid National Guard Hospital

Saudi Arabia



	December 17, 2002

The Learning Cycle of Plan, Do, Check, ACT
King Khalid National Guard Hospital 

Saudi Arabia


	October 22, 2002

Overview: Structure, Process, and Outcome
King Khalid National Guard Hospital

Saudi Arabia



	Computer workshop and Training:


	March 23, 2000

Internet Dial-Up and Proxy Server Installation 

Zamboanga A.E. Colleges, Philippines


	January 29, 2000




LAN Installation  

Zamboanga A.E. Colleges, Philippines



	August 27, 1999

PC Troubleshooting 

Zamboanga A.E. Colleges, Philippines


	May to June 1999

Certificate in Computer Professional


STI College, Zamboanga City, Philippines
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