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      JELAINE 
JELAINE.343622@2freemail.com 
	


PERSONAL DATA_____________________________________________________________________
Date of Birth

:
03/14/1987
Marital Status

:
Single
Nationality

:
Filipino
Visa   

            :
Employment Visa

PROFESSIONAL SUMMARY___________________________________________________________
Experienced Registered Nurse, Pharmacy Assistant and administrative clerk with strong clinical and people skills. Professionally trained Nurse and Pharmacy Assistant with experience ensuring high standards of culturally competent care. Being Registered Nurse at the same time working as a Pharmacy Assistant with same professional background serving patients with excellent people skills and dedicated work ethic. Looking for a hospital that has an environment where excellence is a way of life and where I can enhance my clinical and nursing skills still further.
	· Taking & Recording Vitals
· Basic & Advanced Life Support
· Physical Assessment
	· Emergency & Urgent Care
· Blood Glucose/Vital Signs
· Medication Administration
	· Patient Education & Support
· Care Documentation & Charting
· Wound Dressing and Care


CORE PROFICIENCIES_______________________________________________________________
SKILLS_______________________________________________________________________________
· Team player, tolerance, multi-tasking, adaptability, kindness and compassion.
· Effective interpersonal and communication skills.

· Active organizational and good analytical skills

· Ability to work in a detail oriented manner.

· Extensive knowledge of pharmacological and nursing terminology.

· Proven ability to follow written instructions and specific directions.

· Working knowledge of the procedures and standards used in labeling and dispensing medication.

· Hands on experience in using syringed and managing other compounding activities.

· Flexibility in managing schedules.

· Proficiency in MS Office Suite.
· Willing to learn and be developed within a successful business model.

PROFESSIONAL EXPERIENCE_________________________________________________________
REGISTERED NURSE

Vicente Gullas Medical Center – Banilad, Cebu City, Philippines 09/2011 to 09/2012

Responsibilities:

· Updating patient records, providing emotional support, patient education, basic diagnostics, and other patient procedures.

· To undertake and record patient’s observations of vital signs, urinalysis and prepare for documentations.
· Collecting specimens. This includes any type of urine, stool, sputum, wound, skin, hair, and emesis specimens for exam.

· Making sure all equipment is sterilized and ready before procedures and treatments.

· The ability to perform cord dressing for the new born, catheterization and enema, wound dressing base on the condition, basic life support.
· Performed medication administration, dressing changes, IVs, N/G feedings; monitored equipment patency.
· Assist in the performance of minor and major procedures, i.e. normal spontaneous delivery, minor suturing, appendectomy and D&C.
Working late, early and nights shifts as well as weekends and not afraid of taking on extra responsibility.
PHARMACY ASSISTANT

Watsons Personal Care Store (Phils.) INC. Cebu City, Philippines 01/2013 to 04/2014

Responsibilities:

· Maintaining administrative records such as pharmacy files/ client profiles and providing excellent customer care by accurately dispensing prescribed medications by calculating, weighing, measuring and mixing ingredients.

· Advise patients/clients on medication brands, medication storage, medical equipment and health – care supplies.

· Take in and handle out prescriptions

· Check for expired medications

· Notify the pharmacist when stock is low.

· Receive, load and unload incoming goods from manufacturers, wholesalers and elsewhere.

· Responsible for handling clerical functions in the pharmacy.

· Assisting licensed pharmacist in selling and preparing medication to patient.

· Operating the cash register, handling money transactions, answering phone calls, and doing clerical.
ADMINISTRATIVE CLERK – Current Job

Experience Metal & Steel Works LLC – M40 Mussaffah Abu Dhabi 07/2014 

Responsibilities:

· Word processing manuscripts, letters and documents.

· Typing reports, minutes, agendas, forms, letters, invoices, memos, statements.

· Answering the telephone and dealing with enquiries

· Carrying out all assigned administrative duties.

· Schedule meetings and appointments
· Processing outgoing mail.

· Answering phone calls and forwarding callers to appropriate staff members.

· Maintaining filing systems.

EDUCATION, LICENSURE & CERTIFICATION__________________________________________
Bachelor of Science in Nursing


University of the Visayas

2005 - 2010





Banilad, Cebu City, Philippines

Basic Life Support – CPR Training
                        Vicente Sotto Memorial Medical Center, Philippines
March 2009
Registered Nurse  




Professional Regulation Commission








Manila Philippines








Obtained license July 2011
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