Dear Sir/Madam, 
I’ve seen your advertisement and I’m interested to apply. Based on my Curriculum Vitae attached, I graduated with the degree of Bachelor of Science in Nursing. I can say that I’m an organized, oriented, creative, hardworking person and posses a high degree of dedication to the committed task.

My experience will prove my ability to succeed. That I will accomplish my duties and responsibilities and to do my best to contribute to a healthy and hospitable environment in the organization.

If my qualification meets your requirements, I can reach through my mobile number 0521566045 or email:  amal_aguila@yahoo.com
Thank you for your attention and I hope I can prove my worthy of your time.

 
Best regards,
AMAL B. AGUILA
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AMAL
Email
: 
amal.331135@2freemail.com






· To be a part of a progressive organization to which I can contribute my knowledge and skills as well as     

gain experience for the advancement and development of my potential and ability to work effectively.


· Proficient in Filipino & English language.

· Computer literate (Microsoft Office such as MS Outlook, Word, Excel, Power Point and 
      Internet Browsing).

· Willing to learn more and can work efficiently even with minimal supervision.

· People-oriented, open minded, flexible, very responsible and has strong personality.

· Has legible penmanship, good memory and hardworking.

· Willing to travel and work extra hour.




Job Title
:        Vendor Management Coordinator

Reporting to
:
Procurement Manager, Project Supervisor


Company
:
Global Medical Solutions Hospital Management LLC / Zayed Military




Hospital



P.O. Box 128626 Abu Dhabi UAE Tel No. : 024036666


Dated 
:
March 2014 – Present
Duties and Responsibilities:
.
· Assist Project Managers in following up with Vendor Partner paperwork and job completions as necessary

· Ensures that the LPO will be deliver on time

· Coordinates to the Hospital Departments regarding the items they need and ensure the availability of stocks in the store
· Ensures the delivery of quality products at the promised date
· Reviews and evaluates the performance of the suppliers.
· Processes the necessary official letters as MOH clearance, cancellation & Declaration documents.
· Ensure timely submission of documents such as purchase orders, invoices and other administrative documentation
· Effectively respond to vendor enquiries.
· Coordinate and integrate job tasks with co-workers, supervisors, colleagues & the board of management.
· Act effectively upon receiving materials, equipment, supplies, services, and/or products that do not match with the required terms and specifications of the tender and procurement contract to avoid hitting the safety stock.
· Performs other duties assigned by immediate supervisor

Job Title
:        Purchasing Assistant cum Sales Representative

Reporting to
:
Sales Manager, Sales Supervisor

Company
:
Pharma Dynamic Inc, 77 Maysilo St. Mandaluyong Philippines

Dated 
:
December 2011 – December 2013
Duties and Responsibilities
· Raising and monitoring Purchase Order in accordance to requirements.

· Liaise between global and local supplier to ensure on time delivery of required supplies.
· Planning, coordinating and monitoring procurement activities of all incoming suplies.

· Source, select and negotiate purchase package in terms of quality, price, terms, deliveries and services with suppliers.

· Maintain the orders documents in an organized manner as per company’s procedure quality standard.

· Respond quickly and efficiently to all in-coming sales enquiries, by telephone, fax and email communication.
· Develop and maintain relationships with external business customers.
· Conducting physical inventory of the stocks.

· Arranging appointments with doctors, pharmacists and hospital medical teams

· Organizing conferences for doctors and other medical staff

· Building and maintaining positive working relationships with medical staff and supporting administrative staff

· Managing budgets (for catering, outside speakers, conferences,  etc) and other related matters

· Keeping detailed records of all contacts;

· Reaching annual sales targets

· Planning work schedules weekly and monthly timetables.

· Attending regularly meetings, technical data presentations and briefing

· Keeping abreast of new developments and anticipating its impacts on the business to adopt strategy accordingly

· Developing strategies for increasing opportunities to meet and talk to contacts in the medical and healthcare sector

· Staying informed about the activities of health services in a particular area


Job Title
:
Sales Assistant

Reporting to
:
Pharmacist

Company
:
WATSONS PERSONAL CARE STORES (PHILIPPINES), INC., 9/F West   

                                                  Quadrant, OneE-Com Center, Ocean Drive, Mall of Asia Complex, Pasay City,
                                                  Metro Manila, Philippines
      Dated 
:
December 2010 – December 2011

  Duties and Responsibilities:
· 
Dispenses and Distributes Medicines

· 
Receives prescriptions from patients and verifies that required information is on the form.

· 
Coordinates with pharmacist as to the prescription received from patients. 

· 
Receives and places incoming supplies on shelves, tags and prices each item as per direction.

· 
Assures consumption/disposition of medical supplies prior to expiration date.

· 
Compiles daily statistics such as number of patients requesting prescriptions, new prescriptions received, and     

    number of refill orders.

·    Assists Pharmacist with inventory.
 
 Job Title
:
Team Secretary cum Assistant Sales Support
      Reporting to
:
Managers (e.i, General Manager, HR Manager etc)
     Company
:

Cheveon Holdings INC., 35F Yuchengco Tower, RCBC Plaza, 6819 Ayala corner Buendia 
                                                Ave., Makati City Philippines

      Dated 
:
November 2009 – November 2010
 Duties and Responsibilities:

· Providing secretarial, clerical and administrative support to general manager in an efficient and effective manner.

· Preparing and taking of minutes of meeting. 

· Attending to all incoming and outgoing telephone calls, fax and e-mail communication.
· Provides a time management / diary service to General Manager. 

· Attending to all filing both in paper form and computer format according to ISO System.

· Delivering and receiving of any correspondence deemed necessary.

· Preparing and arranging travel arrangement such as flight booking, hotel booking & Rent A Car

· Assisting Sales Supervisor in preparing Quotation.

· Assisting logistics Manager in processing order forms.

· Assisting HR manager in processing of employees leave applications and request.

· Keep records of customer interactions and transactions.

· Preparing Purchase Request.

· Preparing Submittal & Company Profiles.
· Perform general administrative duties that may assign from time to time.

 Job Title
:
Customer Service cum Sales Support 
  Reporting to
:
Sales Supervisor

  Company
:
Struktura and Teknika Services Company, Manila, Philipines

  Dated 
:
March 2007 -  March 2008
Duties and Responsibilities:
· Assist and registered incoming guests.
· Demonstrate the ability to maintain composure and work efficiently in a fast-paced environment while 
preserving strict confidentiality.
· Conduct prospect interviews to achieve necessary information for registration.
· Assist Client in special events and reservations.

· Managed customer relations and provided excellent service to all customers.
· Responding to queries and sales order calls.

· Achievement of assigned sales quota.


Tertiary: 
Emilio Aguinaldo College

Bachelor of Science in Nursing

Ermita, Manila

2004-2008
Secondary:
Joseph Marello Institute
           San Juan, Batangas

           2000-2004
Elementary: 
Tipas Elementary School





Tipas, San Juan, Batangas, Philippines




1994-2000


· Age

:
29  years old

· Nationality
:
Filipino

· Civil Status
:
Single

· Birthdate 
: 
June 15, 1987

· Passport No. 
:
· Visa Status 
: 
Residence Visa
I hereby certify that the above information is true and correct to the best of my knowledge and belief.
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