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CAREER OBJECTIVE:
To be able obtain a challenging position in a company where I can apply and expand my knowledge and skills wherein opportunity for professional growth and advancement will be obtained and to be able to gain extensive experiences in return and be part of the team that helps achieve organization’s success and to promote harmony among co-workers.
HIGHLIGHTS OF QUALIFICATION:
· Had been a Private Duty Nurse, Dubai, UAE

· Co-owner/Company Nurse/Purchasing Head at Euzek Builders Construction Company, Philippines

· Worked at Fortune General Insurance Corporation as Policy Issue Assistant, Philippines
· Registered Nurse 

· Passed the June 2008 Nursing Licensure Examination

· Bachelor of Science in Nursing Graduate (March 2008)

· Bachelor of Science in Commerce major in Management 

Information Systems Graduate (March 1997) 

· Career Service Professional Examination Passer 

April 27, 2007 (80.27%)
PERSONAL DATA:
Birthdate

:
October 10, 1976

Status


:
Separated/Single Parent

Nationality

:
Filipino

Height


:
5’3”

Weight

:
110 lbs. 

Skills
:
Computer Literate, Driving, Drawing

Good in written and oral English

Good interpersonal relationship

Good communication skills

Can work in a flexible time

Can work individually or as a group

WORK EXPERIENCES:
May 28, 2016 – January 19, 2017
Al Maktoum Palace, Dubai, UAE






(Private Duty Nurse)
Job description/Duties & Responsibilities:

· Assigned to look after the Queen;

· Supervised the Housemaids as directed by Shaika (Queen);

· Assists the nurses assigned to the Royal babies 
(e.g. medication, food preparation, cleanliness of rooms, etc.);

· Ensures the safety of the Royal babies when going out for recreational visits. 

 April 20, 2012 – March 15, 2016    Euzek Builders, Philippines





(Co-owner/Company Nurse/Purchasing Head)
Job description/Duties & Responsibilities:

Company Nurse

· Coordinates the health and safety of workers;
· Incorporates health promotion strategies to minimize accidents and teaches workers about ways to be more responsible in the workplace;
· Coordinates health care services for injured workers and counsels workers about non-occupational injuries, as well as facilitates effective communication between injured workers and management;
· Ensures safety standards are met, and identifies any potential safety hazards in the work environment;
· Using extensive medical training and knowledge of occupational medicine and safety, interprets and documents a worker’s medical complaints using medical histories and diagnostic tests;
· While complying with laws and regulations, investigates and analyzes injury trends, researches possible occupational hazards, and collaborates with safety teams and managers;
· Also, managing medical records, creating emergency workplace preparedness plans and evaluating health care delivery systems.
Purchasing Head

· Maintains records of goods ordered and received;

· Locates vendors of materials, equipment or supplies, and interviews them in order to determine product availability and terms of sales;

· Prepares and processes requisitions and purchase orders for supplies and equipment;
· Controls purchasing department budgets;

· Reviews purchase order claims and contracts for conformance to company policy;

· Analyzes market and delivery systems in order to assess present and future material availability;

· Develops and implements purchasing and contract management instructions, policies, and procedures;

· Participates in the development of specifications for equipment, products or substitute materials.

Feb 1, 2012 – Mar 16, 2016 
Fortune General Insurance Corp.





(Policy Issue Assistant)
Job description/Duties & Responsibilities:

· Helps to contribute to the growth and profitability of the branch;
· Performs the underwriting functions and activities relative to the processing of policies and other documents using the online computer system; 
· Keeps the Branch Manager informed of all developments related to policy issuance (both renewal and new business) through a regular reporting system; 
· Assists the Branch Manager in the implementation of the plans and objectives of the branch; 
· In consultation and accountable to the Heads of the different support units at the Head office.
August 1, 2011 – September 20, 2011

Panasiatic Solutions, Inc.

November 30, 2009 - February 4, 2010 
Transcom Asia





    
(Customer Service Representative)
Job description/Duties & Responsibilities:

· Takes in calls; 
· Assists customer’s queries, concerns and issues professionally; 
· Delivers quality customer service; 
· Provides appropriate solution in a timely manner; 
· Acts efficiently and effectively.
June 1997 - April 2012
Home-Based Internet and Gaming Station





(Business Expansion of Convenience Store)
                                      Owner (Feb 2010 - April 2012)

                                  Home-Based Convenience Store
                                     Part-owner (June 1997 – April 2012)

Job description/Duties & Responsibilities:

· Manages/Mans the entire business’ operation; 

· Attends to customer’s queries, concerns and issues; 

· Delivers quality customer service; 

· Troubleshoots minor computer problems; 

· Plans marketing strategies and other computer services to maximize the income and increase the profit;

· Acts efficiently.

Feb 23, 2009 - Aug 23, 2009 
Teresita L. Jalandoni Provincial Hospital
Volunteer Nurse – Station I (OB-Gyne)

                                               


 ER Department

Job description/Duties & Responsibilities:

OB Ward
· Admits patients from the emergency room;

· Identifies nursing needs of patients;

· Gives direct nursing care;

· Administers prescribed treatment and medication promptly according to hospital policies and procedures;

· Accurately documents medication and treatment given;

· Prepares patient for and assists physicians with diagnostic and therapeutic procedures;

· Provides pre-operative and post-operative care of the patient;

· Discharges patients and give going home instructions.

Emergency Room
· Assists doctors in minor surgical procedures;

· Performs patients’ care and nursing procedures; 

· Carries our doctor’s orders;

· Facilitates patients admission;

· Observes cleanliness and sanitation at all times;

· Starts action, projects and performs assigned tasks without being told and under minimal supervision;
· Ability to develop alternative solutions to problems to evaluate  fact or course of actions and to reach sound decision and readiness to take action or commit oneself;
· Stabilizes performance under pressure.
February 2002 – October 31, 2009 
Standard Insurance Co., Inc.





    
Underwriting Assistant (2005-2009)






    
Underwriting Clerk (2002-2005)

Job description/Duties & Responsibilities:

· Acts as Front desk personnel; Assists walk-in clients; Attends to phone calls and queries; Assures customer service satisfaction; Computes insurance premiums; Prepares quotations; Prepares policies; Assures that policies for tie-up companies are delivered efficiently.
· As underwriter, performs telemarketing; Visits car dealers (tie-ups & prospective clients), financing institutions, and tie-ups; Performs meetings with Zone offices; Trains newly hired employees, zone secretaries, and agents; Prepares quotations and office memos for competitive insurance rates; Follows-up other related matter with the head office; Ensures that the underwriting department renders accurate and efficient service for a remarkable production for the branch.

· Acts as secretary to the manager; Assumes work as directed by the manager; prepares and makes inter office memos and referral quotations; Works with the accountant in making office reports for branch’ presentation meetings; Sets meetings with the manager for the market trend of competition; Find ways to achieve the company’s SOP every month.

June – December 2001
Standard Insurance Co., Inc.




Trainee (Underwriting Department)

Job description/Duties & Responsibilities:

· Acts as Front desk personnel; 
· Assists walk-in clients; 
· Attends to phone calls and queries; 
· Assures customer service satisfaction; 
· Computes insurance premiums; 
· Prepares quotations; 
· Prepares policies; 
· Assures that policies for tie-up companies are delivered efficiently; 
· Works as directed by the department supervisor.

September 2000 – June 2001 
People’s General Insurance Corp.




       
Agency Manager (Silay City Outlet)

Job description/Duties & Responsibilities:

· Manages the agency outlet; 
· Markets with prospective clients; 
· Ensures to achieve production quota set by the main office.
March – August 2000
La Botica Plus, Inc.





Sales Clerk / Sales Consultant
Job description/Duties & Responsibilities:

· Attends to clients’ needs; 
· Provides quality customer service; 
· Ensures that assigned area is clean and in order; 
· Checks stocks for inventory; 
· Makes time schedules for co-sales clerks.
May 4 – June 19, 1998
Southern Negros Development Bank





Now: Nation Bank





Regular Loans Encoder

Job description/Duties & Responsibilities:

· Encodes collateral loans folders in a database.
June 18, 1997 - August 30, 1997   University of St. La Salle






   Encoder (IS)
Job description/Duties & Responsibilities:

· Encodes syllabus and teaching materials prepared by teachers; 
· Encodes quarterly exam questionnaires for memeographing; 
· Works as directed by the Principal Secretary.
Education:
2005-2008 Bachelor of Science in Nursing

West Negros University

Bacolod City, Philippines 

1993-1997 Bachelor of Science in Commerce

Major in Management Information Systems

University of Saint La Salle

Bacolod City, Philippines

1989-1993 Doña Montserrat Lopez Memorial High School

Silay City, Philippines 

1983-1989 Gov. E. Gaston Memorial Elementary School

Silay City, Philippines

