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 JANET 
Email Address:    JANET.346247@2freemail.com 

_______________________________________________________________________________________________
CAREER OBJECTIVE

· A result oriented person with quality experience who is willing to render quality service to a dynamic organization where I can assure my initiative and dedication in the performance of my duty to meet its excellent demands and standards.
· Aside from working as a Medical Laboratory Technician doing also multitasking works in the laboratory as a Phlebotomist and a Medical Secretary/Medical Receptionist
· Keen and motivated to work efficiently with less supervision and handles workload priorities with a flexible approach.

· Any challenging position or duties that would meet my qualification would be most appreciated.
· Expected Salary 9000 aed and above

WORK EXPERIENCE 


· Phlebotomist

· HAAD Passer
· May 3,2015 up to present
· Al Raha Hospital







Najda Street,United Arab Emirates

· Preparing inspection techniques and documentation for controlled forms for ISO inspection in Phlebotomy laboratory, Specimen Collection SOP manual, Data Handling, and reporting collection manual and other documentation manual phlebotomy,Transport Services, Requisitions and specimen receipt/handling/ assessment and reporting of results,Specimen Handling and Collection,Phlebotomy Inventory, Daily monitoring of accu chek strips and control, and Phlebotomy blood collection.
· Describe and perform the venipuncture process including
· Proper patient identification procedure
· Proper equipment selection and use
· Proper labeling procedures and completion of laboratory requisitions
· Order of draw for multiple tube phlebotomy
· Preferred venous access sites and factors to consider in site selection, and ability to differentiate between the feel of veins,tendon and artery
· Patient care following completion of venipuncture
· Safety and infection control procedures
· Quality assurance issues
· Identify the additive and additive function,volume and specimen
· Perform Urea Breath Test
· Perform Post Prandial Test for glucose
· Perform Glucose tolerance test
· Instruct patient to do 24 hours urine collection,
· Instruct patient to do seminal analysis, stool exam and urinalysis
· Perform Glucose random blood sugar
· Bring the specimen to SRA sample receiving area
· Perform throat swab
· Check and put all the information of the patients name,and laboratory test and their result in the computer system using Palash
· Perform daily inventory and daily monitor of accucheck strips from emergency room,operating room,nurse’s station, internal medicine clinic and phlebotomy room
· Perform specimen rejection report, incident report
· Secretary




April 29,2015 /MS.DALAL ALQUBAISI
Interact Integrated Business Solutions

Abu Dhabi
· Multitasking works as a secretary at the same time/personal assistant/Data enrty operator

· Typing speed and accuracy and managing all requests related to Photocopiers,fax,document scanner and printers pertaining to the department/D marketing for the company
· Help assisting make Brochure,Business Card,Proposal,Quotation,Follow up letter for companies

· Checking emails,doing proposal,quotation and marketing strategy for the company

· Doing marketing strategy to look for a local sponsor for those investors whose going to put up business here in UAE/visa processing/business setup/document clearing/licensing/
· Keeping reminders almost everyday for the CEOs daily activities/done tiket booking/online visa processing/minutes of the meetings/serving coffee also with the clients
· Business setup/helping our customers establishing business in UAE mainland,offshore,freezone or branch,representative office formation for foreign companies/Management Consultancy
· Helping customers to find local sponsor who has the skills and knowledge about customers particular business activity  who can respresent at the possible manner

· Provide specialist advice to our clients.this include things like special activities approval,office space arrangements,company liquidation,trade marketing,bank account opening,and accounting.
· Medical Laboratory Technician

   November 18,2012-December 20,2014







   Sogod District Hospital,Southern Leyte



  
   


   Government Hospital

   Philippines,6606







                August 2005 – 2006

   Tan Memorial Hospital








    Private Hospital,Sogod, Southern Leyte








    Philippines, 6606/ 
   March 1991-June 1992







   GALLARES Memorial Provincial Hospital 








   Government Provincial Hospial

                                                                                      
   Tagbilaran City, Bohol








    Philippines, 6606








    June 1991 –August 1992
    VISCOM Military Hospital








    Government Military Hospital

    Camp Lapu – Lapu,








    Brgy. Lahug, Apas,Cebu City,Philippines



     


          

    August 1991 – October1992

    SACRED HEART Hospital








    University Hospital/Private Hospital

    Southwestern University, Urgello Street 








    Cebu City, Philippines 


· Multitasking works at the laboratory

· Phlebotomist work and collect and analyze body fluids,tissue and other substances to determine normal or abnormal findings

· Operate sophisticated equipment and instruments to identify the results

· Draw blood from patients

· Extend good communication with the patient and understand laboratory safety rules
· Responsible for scheduling patients appointments

· Medical Secretary works like setting,changing or cancelling appointments in addition to answering the phones/Data entry of medical insurance
· Collect time specimen with a complete understanding of the timing when it relates to therapeutic drug levels and other essential testing processes.

· Initial date and record all blood specimens tubes that collected

· Make sure to match all the laboratory requisition forms and specimens tubes properly 
· work side by side in doctor's offices, clinics, diagnostic labs and research environments.
· Responsible for the basic clerical tasks such as answering phones,greetings patients and visitors,and scheduling appointments in a professional and timely manner

· Prepares source data for entry by opening and sorting mail; verifying and logging receipt of data; obtaining missing data./Microsoft Excel/Microsoft Word/Basic knowledge in Accounting
· Records data by operating data entry equipment; coding information; resolving processing problems
· RECEPTIONIST/



   2000 – 2001

DATA ENTRY OPERATOR


   Department of Agriculture







   Government Office,Maasin City





       
   1999 -2000

    TESDA (Technical Education and Skills 

     Development Authority)

    TESDA Provincial Office, Region VII

     Regional Office,Region VII

    Dumaguete City, Philippines     

    2001 – 2004

    TESDA (Technical Education and Skills 

     Development Authority)

    Officer in Charge of TESDA Satellite Office 

    Province of Southern Leyte 

    Region VIII, Philippines 
· Typing speed and accuracy/Data Entry Operator
· Managing all requests related to Photocopiers,fax,document scanner and printers pertaining to the department / Keep information confidential / Basic knowledge in Accounting
· Welcome visitors them in person or on the telephone,answering or referring inquireis
· Direct visitors by maintaining employee and department directories

· Maintain security by following procedures,monitoring logbooks,issuing visitors badges

· Insert customer and account by inputting text based and numerical information from source documents within time limits

· Maintain safe and clean reception area with complying the procedures,rules and regulations

· Compile,verify accuracy and sort information according to priorities to prepare source data for computer entry

· Review data for deficiencies or errors,correct any incompatibilities if possible and check output
· SECRETARY
 



   2006-2011







   Log n Net Café







   Sogod Southern Hotel and Internet Cafe Manager


*    As a DATA ENTRY OPERATOR I have the TYPING SPEED and ACCURACY


*    Preparing meetings documents / Filing confidential information


*    Preparing and arranging meeting schedules and agendas



*    Serving tea/coffee when ever required to the entire team,guests and during meetings



*    Handling office works / Having basic knowledge in Accounting


*    Produces information by data entry,formatting,inputting,editing,retrieving,copying and 



      Transmitting text,data and graphics



*    Preparing reports by collecting information

             *    Using a variety of software like Microsoft Word and Microsoft Excel to produce  

                         correspondence,and documents and maintains presentation


*    Managing and maintaining budgets as well as invoicing



*    Photocopying and printing various documents



*    Attending meetings and letter writing,dealing with telephone and email inquiries

· SALES





    2006-2011












    Everbilana and Avon Costmetics Products


             *   Promotes/sells/secures orders from existing and prospective customers through a relationship-based 

                        approach



*  Demonstates products and services to existing/potential customers and assists them in selecting 
                        Those best suited to their needs
                      *  Establishes, develops and maintains business relationships with current customers and prospective   

                          customers in the assigned territory/market segment to generate new business for the 

                          organization’s products/services. 

                      *  Makes telephone calls and in-person visits and presentations to existing and prospective 

                          customers. 

                      *  Researches sources for developing prospective customers and for information to determine their 

                          potential. 

                      *  Develops clear and effective written proposals/quotations for current and prospective customers.
EDUCATIONAL BACKGROUND

College

:

Bachelor of Science in Medical Technology





Southwestern University





Urgello Street,Cebu 
PERSONAL DATA



Date of Birth


:
January 20, 1969

Gender



:
Female

Nationality 


:
Filipino

Religion


:
Christian

Language


:
English,Filipino
Passport Issue on

:
December 30,2016

Passport Expiry on

:
December 29,2021

LICENSES/CERTIFICATES




          =PHLEBOTOMY  for Healthcare Professionals by Inet Center Philippines Davao,Philippines tie up with    

               



ASHI (American Safety and Health Institute)          



    
    =CAREGIVING (COC)           =Technical Education and Skills Development  Authority (TESDA),Philippines   
           = DATA ENCODER                 = Technical Education and Skills Development Authority (TESDA),Philippines

          = BLS Basic Life Support  ( American Heart Association Basic Life Support (CPR and AED Program)

                                                        December 7,2016 up to December 2018

          = HAAD PASSER ( PHLEBOTOMIST
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