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	OBJECTIVE
	I am looking for an opportunity to work in a company where I can utilize my skills and experience and provides me a chance to grow within the role while making a vital contribution to its success.

	EXPERIENCE
SKILLS
	OFFICE SECRETARY

GREEN DESERT REAL ESTATE BROKERS

Deira Clock Tower Dubai

March 2015 –present

· Answer telephones and take messages; check emails, 
·  Operate scanners, facsimile machines and photocopiers; create documents, 
· Answer routine inquiries from clients, agents and brokers. 
· Provide clerical support to agents and brokers during the sales process. This involves photocopying sales documents, scheduling closing dates and securing public information about a property. Make memorandum of agreement and make the broker forms online.
· Coordinate with the concern people for the transfer.
· Perform marketing tasks to help sell homes and fill vacant rental properties like creating advertisements, posting photos/details of the  available properties for sale or rent answering questions about advertised properties
· Prepare all the documents needed like tenancy contract and others during the process of renting an apartment.
· Sometime perform duties related to property management. These duties include collecting and rent payments, coordinate with the concern individual for the rectification of the maintenance in the aprt.  
· Deposit Checks/Cash in the bank for the clients.

· Prepare all the documents and renew licenses (trade licenses, broker cards) or get permits online through trakheesi.

· Coordinate with other broker companies for the availabilities for sale/rent
· Compile, copy, sort, and file records of office activities, business transactions, and other activities
· Reviews completeness of documentation and prepares document transmittals. 
·  Accomplished tasked as delegated by the manager.
ADMINISTRATIVE SECRETARY
ADMINISTRATIVE DEPARTMENT

St. Paul Hospital of Tuguegarao, Inc.

June 2011 –November 20, 2014
· Receives or relay messages through telephone, verbally or in writing.
· Arranges and reminds the Administrator of appointment and schedule.

· Prepares and sends communication issued by the Administrator either through fax, email, couriers, etc.
· Keeps and maintains an accurate and updated record of all correspondence, reports and records.

· Prepares documents for hospital licenses such as DOH, PHIC and etc.
· Collects and check reports of different departments.
· Ensures the safety of all documents.
· Communicates with the Legal Officer regarding hospital concerns.

· Establishes good public relations.

· Coordinates with the doctors and others regarding hospital activities.

· Facilitates and prepares venue, documents needed for board, administrative and other meetings.

· Maintains cleanliness and orderliness of the office, Stock room and Conference Room.

· Participates actively in all hospital meetings.

· Actively involved in implementing the Vision – Mission of the Hospital.

· Fax, Scan, Photopy, Laminate and bind documents if necessary. 

· Performs other duties assigned by the Administrator.
SECRETARY/RECEPTIONIST
HUMAN RESOURCE/NURSING SERVICE DIRECTOR

St. Paul Hospital of Tuguegarao, Inc.
November 2008- June 2011
· Messengerial Activities.

· Entertains and refers inquiries of patients, doctors and  visitors. 

· Entertains applicants, schedule them for exams and interviews.

· Performs other duties as delegated by the Nursing Director. 

· Filing records. 

· Monitors the maintenance of cleanliness of and orderliness of the Nursing  Service Office.
· Participates in the actualization of the Vision – Mission and Core moral values of the Hospital.
· Answers telephone calls and makes necessary calls to other units.

· Responsible in making ID’s for the employees.

· Does requisition of supplies.
MEDICAL CLERK

Nursing Service Dept.

St. Paul Hospital of Tuguegarao, Inc.

April 2007 –November 2008
· Transcribes doctor’s order to appropriate flowsheets and prepare requests  needed. 
· Entertains and refers inquiries of patients, doctors and visitors.

· Answers telephone calls and makes necessary calls to other units.
· Reports to charge nurse complaints of patient’s, relatives and significant others.
· Encodes requests in the computer. 

· Receives requested medicines and supplies from patient’s companion. 

· Does messengerial activities.
· Respond to patient’s calls.

· Assist the Charge Nurse in explaining hospital policies to the patient’s visit.

· Monitor weekly requisition and supplies.

· Acts as Secretary during unit meetings and takes charge of all reference material in the unit.

· Monitors the maintenance of cleanliness and order in the Nursing Station.
· Performs other duties as delegated by the Charge Nurse
Proficient in Microsoft Office (Word, Powerpoint, Excel, Outlook)

Proficient in Photoshop

Knows how to operate Photocopier Machine, Fax/Scan Machine,

Laminating Machine & Binder


	TRAINING
SEMINARS ATTENDED 


	TECHNICAL EDUCATION AND SKILLS DEVELOPMENT AUTHORITY

September 27, 2010 – October 27, 2010

ENGLISH PROFICIENCY FOR CUSTOMER WORKER

NATIONAL BUREAU OF INVESTIGATION
April – May 2005

SECRETARY
LINUX Essentials – Programming and Administration 


Nov. 28-30, 2005

Saint Paul University Philippines

Networking Technology






July 29, 2004

St. Paul University Philippines

Tuguegarao City



	AWARDS

	SERVICE AWARD (5 YEARS IN SERVICE)
St. Paul Hospital of Tuguegarao, Inc.
August 25, 2012

	EDUCATION

	2002-2006     St. Paul University PhilippinesTuguegarao City

· Bachelor of Science in Computer Science.                   Graduated

1998 - 2002               San Vicente Institute          Solana, Cagayan

· High School                                                                      Graduated                                     

1992 – 1998               Solana South Central School         Solana, Cagayan

· Elementary School                                   Graduated

	
	

	
	


PERSONAL DETAILS


Date of Birth


:

December 29, 1984


Place of Birth


:

Solana, Cagayan


Gender



:

Female


Civil Status


:

Single




Nationality


:

Filipino

Religion


:

Roman Catholic


Written / Spoken Languages
:

English, Tagalog


                     Typing speed


:

50 WPM
Employment Visa

:

Expires on March 23, 2017
