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CURRICULUM VITAE
ANTONIA 
Email: Antonia.344640@2freemail.com 
Address: Abu Dhabi                                     

____________________________________________________________________________                                                                                                                                                                                                                                               
OBJECTIVE:

Seeking a position for suitable opportunity to lead more successful career in personal & professional life. Flexible for any multi -tasking job.

EDUCATION:

COLLEGE: Bachelor of Fishery Technology Major in Aquaculture, April 2004, Tacurong City Sultan Kudarat Polytechnic State College.

SECONDARY: KALAMANSIG NATIONAL HIGH SCHOOL, MARCH_1999, KALAMANSIG SULTAN KUDARAT.

PRIMARY: SULTAN KUDARAT LIMULAN ELEMENTARY SCHOOL_1995, KALAMANSIG SULTAN KUDARAT.

 SKILLS: 


Computer /technical literacy skills, Strong Work Values, Personal management, Teamwork and Communication skills
LANGUAGES KNOWN:     

English, Filipino, and Arabic.

WORK EXPERIENCES: 

RECEPTIONIST/HR &ADMIN IN-CHARGE/DOCUMENT CONTROLLER  

GOLDEN TULIP MEDICAL CENTRE LLC.

        OCTOBER 24, 2015 –JANUARY 03, 2017
1. Responsible in reception as a senior supervisor of the department; knows how to   use the “SHADE “medical software.
2. Dealing to all transaction of the medical center for different sector. And holding the confidential document of the Centre; accountable for all financial status of the Centre.
3. Answering telephone, emails and all the queries professionally and politely with kind friendly heart.

4. Can work with pressured and less supervision.

5. Easily leaner.
RECEPTIONIST/DOCUMENT CONTROLLER:
March 23, 2015-OCTOBER 20, 2015 joined for FUTURE MEDICAL CENTRE continue working in other branch (Golden Tulip Medical Centre).
1. Registered the card patient according to their insurance (Daman, Saico, Nas, Adnic, Oman, Med net, next care etc.) in clinic software system.

2. Approval checking of insurance card for different procedures.

3. Answering telephone calls for all the quires of the client well good manner.

4. Daily   updating all the records of the patient accordingly.

 5. Holding Confidential Files of the Clinic and Staff in admin.
 6. Can work with less supervision.

BASE RADIO AND TELPHONE OPERATOR, SECRETARY AT COASTAL COMMUNICATION NETWORK, LGU MUNICIPAL OF KALAMANSIG, SULTAN KUDARAT January 2001 to January 2004.

1. Operate and facilitate calls from the local people’s which included disaster and emergency calls needed. And government employee holding confidential report to be sended call and notice to the concern. 

2. Receiving and sending calls, notices well be documented as for the record.

3. Facilitate for the entire request when needed from the highlanders and seaman people which reach by radio communication only.

4. Documentation report every day counter clock for the incoming and outgoing calls for the concern person.   

5. Can work in less supervision and easy to learn.

6. Take down of the minutes of the agenda and keeping confidential report as well making letter.                                

ASSISTANT SCHOOL LIBRARIAN:

1. To assist the students or any person inside the library as well as to arrange the book according to the series.

2. To take a look for new updates.

3. Library is the silent place   where we can do our work.

PRODUCTION WORKER:

 May 2005 to October 2005. JOSEPH MATTEW S.MUNOZ, LAPU- LAPU CITY CEBU.

1. To familiarize company rules and regulation on how to familiar the company products.

2. To know how to handle the processed products in each department

3. Handle and supervised workers too.

4. Documentation Control for daily and monthly report.

CHC Canning Company INC and Philippine Union of Frozen Food and Incorporation (PUFFI)

QUALITY CONTROL INSPECTOR: 

August 2008 up to July 2010, CHC Canning Company INC. Gate 5, MEPZ 1 extension Brgy Ibo, Lapu- lapu City Cebu.

1. to check and monitor the Standard Operating Procedure (SOP) of the company.

2. Supervised workers in department for ongoing process products.

3. Checking and monitoring company facilities documented list in every categories which is under for HAZARD ANALYTICAL CRITICAL CONTROL POINT (HACCP).

4. Preparing for daily reports product process.

5. Preparing documents for all finished products and checking for export shipment.

6. Documentation control daily and monthly report for the areas belongs for my assignment.

7. In accordance for the company rules must be check the quality and quantity of the products

8. Can work with less supervision and trainable.
FAMILY TUTOR:  

From 2010 to 2012 worked for local Arab people house in Abu Dhabi from 2010 to 2012, doing well my duties and responsibility as per there requirements.
PERSONAL DETAILS:

Date of birth:                   January 03, 1982

Place of Birth:                  Limulan Kalamansig Sultan Kudarat

Age:                                   35
Sex:                                    Female

Civil Status:                       Married

Citizenship:                        Filipino

Visa Status:                     Husband visa (valid until July 14, 2018)        
DECLARATION:
I hereby declare that the above mentioned details are true to the best of my knowledge. Other document as follow upon request.
  Antonia 
