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CHRISTIAN HAROLD D. AQUINO-CV No. 1991244                                     

CAREER OBJECTIVE:


 
To have an opportunity to become a vital part of a well- respected organization willing to utilize my capabilities and experience in mutual benefit and a personal commitment to reciprocate this with a high professionalism, hard work and dedication.

QUALIFICATIONS/KEY SKILLS:

· A competent professional with over 4 years of cross functional experience in Administration, Documentation, Customer Service, & Healthcare Provisions

· Presently working with Al Shaer Advertising LLC, Dubai as Office Administrator cum Accounts Assistant

· Ability to build effective working relationships with colleagues, customers, & suppliers

· Result driven and Customer oriented approach
· Quick learner & well adaptable to changes and pressures at work place.
· Well conversant with MS Office, Excel & PowerPoint. Knowledgeable on  documentation process (Quotations, Inquiries to the Suppliers and General Letters) 

· Strong academic and professional background 
CAREER SCAN:

August 2012 – to Present

Office Administrator cum Accounts Assistant


Deira, Dubai, UAE
Roles:
· Communicate with clients and customers through phone, email, and even personally
· Handle all the inquiries from the sales team and all the inquiries receive from telephone and email and coordinate the same with the team or concerned individuals.
· Monitor jobs received from its actual planning or concept, to production and delivery or feedback.
· Prepare and process all the necessary documents related to the orders and to be issued to the suppliers or clients such as the quotations, proforma invoice, purchase order, distribution and packing list, delivery note, invoice, vouchers and other documents needed.
· Proper Documentation and maintenance on the logs of quotations, enquiries, orders sent/received, lost orders, inquiries not materialized, items pending supplies, etc. on a day to day basis.

· Perform other task that may require from time to time.

July 2010 – July 2012

Out Patient Department / Emergency Room Nurse

Aparri District Hospital
Aparri, Cagayan Valley, Philippines
Roles:
· Usher and initiate life saving measures to assessed-clients immediate attention.
· Facilitate admission of patients requiring hospitalizations by coordinating with other departments concerned.
· Provide proper accurate documentation of all records of services rendered at the emergency room.
· Assist physicians in medical procedures
· Give home care instructions to outgoing patients
· Provide health teachings or conduct small group discussions on disease preventions and health maintenance.
March 2010 - June 2010
Office Assistant/Assistant Health Teacher
Academy of St. Joseph
Claveria, Cagayan, Philippines


Roles:
· Maintain office filling and storage systems
· Research, encode, and keep files as necessary

· Assist with production of newsletters and other publications

· Prepare instructional materials needed for discussions

· Assist on evaluation of students’ performance thru periodical exams

· Conduct formal and informal parent-teacher conference.

EDUCATIONAL BACKGROUND:

Inclusive dates





School




July 2011-April 2012

12 units earned leading to the Degree of Master of Arts in Nursing




University of Northern Philippines. Vigan City, Ilocos Sur, Philippines
2006 – 2010


Bachelor of Science in Nursing. Mariano Marcos State University



Batac City, Ilocos Norte, Philippines
PERSONAL INFORMATION:

 

Date of Birth

:
February 09, 1990



Civil Status

:
Single
Language Skills
:
English, Filipino



Visa Status

:
Employment
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Whatsapp +971504753686

To interview this candidate, please send your company name, vacancy, and salary offered details along with this or other CV Reference Numbers that you may have short listed from

 http://www.gulfjobseeker.com/employer/cvdatabasepaid.php 

addressing to HR Consultant on email: cvcontacts@gulfjobseekers.com
We will contact the candidate first to ensure their availability for your job 

and send you the quotation for our HR Consulting Fees. 
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