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POSITION APPLIED FOR : HR / Administrative related position / Credentialing & Privileging related position 

or any position that suits to my qualification.
 
OBJECTIVE : To obtain a position that will enable me to use my knowledge and skills that may help 

            the company achieve its goals.
WORK EXPERIENCE:
· Cleveland Clinic Abu Dhabi – January 2016 – October 2016
Al Maryah Island, Abu Dhabi, UAE

Credentialing & Privileging Assistant

This position is responsible for coordinating and maintaining CCAD’s licensing and credentialing files and database, verifying credentials and working to obtain necessary licensing and credentialing information in accordance with established guidelines. Also, manages all online databases that feed into HAAD licensure software.

· Coordinate with Physician’s pre-arrival and renewal, to obtain the required documents for licensing, security screening, credentialing and privileging in a timely manner;
· Maintains the master file of  Physician’s profile and credentialing information for entry into the main provider database and to ensure timely, thorough and accurate credentials verification;
· Owns, designs and recommends forms and procedures to assist in the credentialing/re-credentialing process;
· Coordinates for the processing of Physician’s travel itinerary (visa, air tickets, hotel bookings & transportation) for their HAAD Exam;
· Performs other work-related duties as assigned
· Tecpro Solutions LLC – March 26, 2013 – June 30, 2015
Muroor Rd, Abu Dhabi, UAE
Management Coordinator
· Coordinate and support all Management related jobs;
· Management Representative for ISO Certification.
HR Coordinator
· Responsible of all HR related job:

· Staff support;
· Prepare Offer Letter;
· Monitors all expiries for staff related documents (Visa, EID, Labour, etc);
· Monitors all expiries for Office related documents (Licenses, Tenancy, etc.);
· Prepare monthly Salary;
· Process the Visa for newly hired staff.
CRM Administrator
· Design the System (contributor);
· Ensure CRM are smoothly working;
· Review all data entries if properly done;
· Trouble shoots / assists to users who’s having problem on CRM.
Sales Analyst
· Receive daily Sales report of Sales staff (all branches), make analysis report and

send to the Management.

Branch Office Coordinator

· Coordinate all office transactions between branch to Head Office;
· Support to Sales Team by means of price enquiry, Quotations or Proposal preparations, call or

sending mails to their Customers, prepare Sales Invoice and any other support that may 

help them to boost their sales;
· Technical Support by means of arranging the tools and materials they need in the site, 

making Purchase Request, LPO and any other support to speed their job;
· Maintain and make sure that Office is properly cleaned;
· Responsible for telephone answering.

· Green Group Inc. - September 2012 – March 2013


Luna Mencias St., San Juan Metro Manila Philippines

Senior Administrative Officer / Inventory Controller


· Process licenses and registration of office documents, papers, and vehicles;

· Do bank transactions like deposits cash sales; transact telegraphic transfer, & checks;
· Do payroll of all workers;

· Issue Purchase Orders to suppliers and billing statements to clients;

· Monitor sales and collectibles and make a weekly and monthly sales report.;

· Do the office income statement report and submit it monthly;
· Monitors office purchases and expenses;

· Holds petty cash for immediate office needs;

· Monitor the stocks inventory and movement.

· Fizzfashion Mercantile & Trading Inc. - April 2011 – April 2012

Perry’s Logistic Centre, Paranaque City Philippines

Merchandiser / Administrative Staff
· Monitors and analyzes stock level and inventory movement in all Boutiques,

 Shops and Warehouse;

· Assist General Manager in creating and implementing store merchandising 

and or marketing activities;

· Develops and maintains allocation processes with coordination to the suppliers on 

orders and scheduling of stocks;

· Monitors replenishments and pull outs of stocks;

· Does physical inventory of stocks in the stores and warehouse;

· Counter-checks all deliveries from suppliers and deliveries to stores;

· Maintains purchased price list for expense budget purpose;

· Holds petty cash funds for Head Office expenses.

· The Flower Collection Inc. - March 2004 – April 2011


Calle Industria Road, Bagumbayan Quezon City Philippines

Production Staff / Assistant Merchandiser

· Issues Production sheet for suppliers, responsible for making drawings and details of 

the designs and estimate the expected time to finish the said project or design;

· Collaborates with other Officers for fabric and accessories sample;

· Prepares and issues purchase orders to suppliers;

· Purchased textile and materials to be used.

· Coordinates/follow ups to local supplier on production processes;

· Heads the Quality Control group;

· Check merchandise display and personnel performances.

EDUCATIONAL BACKGROUND : 

COLLEGE:

Technological University of the Philippines (TUP), Ermita Manila, Philippines

Diploma in Apparel and Fashion Technology

June 2001 – March 2005

PERSONAL DATA:
Gender
: Female



Civil Status
: Single

Birthday
: January 14, 1983


Nationality
: Filipino

Age

: 34 years old



Religion
: Roman Catholic[image: image2.png]



