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DETAILED WORK EXPERIENCES AND JOB DESCRITPION



Nurse/ Floor Supervisor/ Insurance & Billing Administrator
     


Starcare First Medical Centre
    


 Al Khuwair, Muscat, Oman

     


February 02, 2014 – present



Job Description (Nurse/ Floor Supervisor):

· Supervises the activities/ daily operations in the center (medical, nursing, radiology, laboratory, pharmacy, insurance, reception, billing, etc.)
· Provides nursing care to patients.
· Assists doctors and nurses in doing certain procedures and in giving care to patients when needed.
· Oversees the flow of services given to clients by all the staff.
· Serves as scrub nurse/ circulating nurse in the centre’s minor operation theater
· Checks supplies regularly.
· Accepts and handles complains from patients/ clients and staff.
· Documents daily operations and incidences in the center.
· Provides report/ feedback to the operations manager.
· Evaluates the services being given by the staff.
· Troubleshoot incidences and problems being encountered.


Job Description (Insurance & Billing Administrator):


Supervises the team in the following:

· Orients all staff particularly receptionists, pharmacies, medical technicians and doctors about the different insurance and corporate’s policies
· Checks daily medical bills (properly billed, all attachment are complete, all claims and invoices are signed by doctors and patients)
· Evaluate claim forms if filled by doctors, if requested investigations and treatment match on what is written on the forms
· Processes any refund/ reimbursement from medical bills and provides access to receptionists for giving discounts on medical bills
· Edit wrong bills or any mistaken entry on the registration
· Maintains all records related to insurance and corporate claims
· Process all pre-approval request for all insurance and corporate
· Coordinates to patients for any approval or rejection requests
· Inform patients regarding the outcome and status of their pre-approval request.
· Supervises online claim entry/ encoding required for other insurance
· Prepare and submit all claims for insurance and corporate per month.
· Review rejected claims and do re-submission
· Maintains and updates all online sites for different insurance companies
· Supervises reconciliation process for insurance and corporate claims
· Prepares and sends summary of bills/ invoices to insurance and corporate per month
· Coordinates to different insurance companies for any updates or any expansion of contracts for wider coverage




Nurse 1

DOST – Philippine Science High School (Central Luzon Campus)



Pampanga, Philippines




August 02, 2012 – August 15, 2013


Job Description as Nurse 1:

· Conducts health assessment like physical examination of students, faculty and staff. Checks vital signs and some required laboratory work-up.
· Gives treatment as may be deemed necessary, provides first aid and carries out treatment as prescribed by the school physician and gives proper medications.
· Provides health education to students, faculty and staff.
· Takes charge of keeping, arranging and filing the medical records of students, faculty and staff.
· Assists in medical referrals, patient conduction, gate passes, excuse slips and medical certificates review.
· Makes purchase request of medical supplies, quick reference of medicines and do inventory.
· Makes and submit reports to the physician and annual medical report to Central Health Office.
· Conducts health programs per month.
· Receives, reviews and arranges medical documents of students.
· Handles Health Education subjects of students.


Staff Nurse
    


 Pampanga Medical Specialist Hospital

     


Guagua, Pampanga, Philippines
     


July 25, 2007 – August 10, 2009
Areas of Assignment: General Ward (Medical-Surgical, Pediatric, OB-Gyne), Emergency Room, Operating Room



Job Description as Staff Nurse:

· Gives direct nursing care.

· Identifies nursing needs of the patient.

· Plans, gives and evaluates nursing care.

· Admits patients.

· Perform such nursing activities like comfort measures.

· Assists patient in moving/ambulation, maintaining proper alignment of patient’s body and utilizing good body mechanics.

· Takes and records vital signs and intake & output.

· Observes medical/surgical asepsis.

· Observes signs & symptoms, institutes remedial action when appropriate and records these in chart.

· Reports observations to physician.
· Acts as liaison officer between patients and hospital personnel.

· Observes and responds to patients’ emotional, spiritual, psychological and physical needs.
· Interprets to the patients and his family their roles in promoting successful therapy and rehabilitation.
· Prepares patient for and assists physician with diagnostic and therapeutic procedures.

· Carries out doctor’s legal orders.



· Assists physician when examining patients.

· Performs irrigations, catheterization, gives enemas and other nursing procedures as needed.

· Administers and charts medications and patients reaction to medication.

· Administers intravenous injection, medication, or infusion (intravenous therapy) safely to patients as per doctor’s order.

· Gives instructions to patients and families.

· Sees to it that equipment receive proper care and maintenance.

· Discharge patients as ordered.

· Teaches and directs nonprofessional nursing personnel.

· Acts as senior nurse or head nurse when delegated.

· Receives and endorses equipment and supplies.

· Interprets hospital policies and procedures.

· Gives health teachings.

· Maintains good relationships with other hospital personnel.

· Charts accurately medications, assessment and treatment given.
· Attend meetings and conferences.

· Attends different trainings and seminars.

· Perform and follow standard operating procedures (SOP) per area of assignment.



Faculty/ Lecturer/ Clinical Instructor



AMA Computer Learning Center (St. Augustine School of Nursing)
    



Guagua, Pampanga, Philippines
     


June 23, 2008 – October 23, 2008
Areas of Assignment as Clinical Instructor: Medical Surgical Wards, OB-Gyne Ward, Pediatric Ward, Emergency Room, Out-Patient Department (OPD)

Assigned Subjects/Concepts as Lecturer: Medical-Surgical Nursing, Adult Health Nursing, Maternal & Child Health Nursing



Faculty/ Lecturer/ Clinical Instructor



University of the Assumption



City of San Fernando, Pampanga, Philippines



November 03, 2008 – April 15, 2012
Areas of Assignment as Clinical Instructor: Hospital Areas: Medical Surgical Ward, OB-Gyne Ward, Pediatric Ward, Orthopedic Ward, Emergency Room, Delivery Room, Operating Room, Recovery Room, Out-Patient Department (OPD); Community areas; Industrial areas

Assigned Subjects/Concepts as Lecturer: Medical-Surgical Nursing, Community Health Nursing, Adult Health Nursing, Psychiatric/ Mental Health Nursing, Maternal & Child Health Nursing, Critical Care Nursing, Nursing Administration

Other Areas of Assignment: Registrar: Evaluates students’ academic records for registration and enrollment, prepares students’ academic records/ reports, and conducts counseling to students and parents regarding school performance.




Job Description as Clinical Instructor:
· Reports 30 minutes ahead of the schedule time in the clinical area of students for physical inspection.

· Required to teach one concept during the first two weeks of semester including summer.

· Attends regular faculty meeting.

· Attends curriculum level meeting as scheduled by the coordinator.

· Prepares and submit clinical experience grade of students at the end of each concept to coordinator.

· Prepares, submit and reports students’ absences, accidents, needs and problems.

· Assists the lecturer in the preparation of comprehensive examination questionnaires.

· Follows strictly and religiously the assigned task/activities prepared by the coordinator in each concept.

· Attends all activities of the department and of the university.

· Provides proper guidance to students by acting as good role model both in words and deeds.

· Participates in the deliberation/evaluation of students cases based on the policies under his/her curriculum level.

· Required to have continuous education like master’s degree and doctorate’ degree.

· Plans and organizes students’ activities in the clinical area.
· Coordinates on the activities of the students in the ward with the staff nurse, supervisor, chief nurse and the physician.
· Supervises and directs students on the clinical area.

· Teaches students on ward or clinical area management, legal aspect and decision making.

· Supervises students in other fields of nursing like community health nursing, school health nursing and industrial nursing.

· Coordinates in the summer affiliation of students in different specialized hospitals like Mental Hospital, Orthopedic Hospital, Lung Center and other training tertiary hospitals.

· Assists and teaches students in the performance of nursing procedures.

· Holds lectures in other fields or areas of nursing.

· Conducts case study regarding different diseases which includes Anatomy & Physiology, Pathophysiology, Current Trend, Evidence Based Practice, Medical and Nursing Management, Nursing Care Plans and Drug Study.

· In Community Health Nursing, we exposed students in rural areas and do the following: make community survey, statistics and diagnosis, conduct different community activities like deworming, medical-dental health care, pre and post natal care, family planning and other community health related activities.

· Attends different trainings and seminars.

· Perform and follow standard operating procedures (SOP) per area of assignment.
· Conducts researches and evidence-based practice.


Job Description as Lecturer:
· Design/ prepares teaching materials (modules, instructional plans, course outline and course syllabus) and deliver either across a range of modules or within a subject area.
· Use appropriate teaching, learning support and assessment methods.
· Identify areas where current provision is in need of revision or improvement.
· Contribute to the planning, design and development of objectives and material.
· Set, mark and assess work and examinations and provide feedback to students.

· Develop and produce learning materials and disseminate the results of scholarly activity including writing or contributing to publications or disseminating research findings using other appropriate media.

· Mentor colleagues with less experience and advise on personal development.

· Depending on the area of work, could be expected to supervise the work of others.
· Co-ordinate the work of others to ensure modules are delivered to the standards required
· Identify the need for developing the content or structure of modules with colleagues and make proposals on how this should be achieved.
· Contribute to the accreditation of courses and quality control processes.
· Tackle issues affecting the quality of delivery within scope of own level of responsibility, referring more serious matters to others, as appropriate.
· As module leader or tutor, co-ordinate with others (such as support staff or academic colleagues) to ensure student needs and expectations are met.
· Be responsible for administrative duties in areas such as admissions, time-tabling, examinations, assessment of progress and student attendance.
· Possess sufficient breadth or depth of specialist knowledge in the discipline to develop teaching programmes and the provision of learning support.
· Use a range of delivery techniques to enthuse and engage students.
· Attends regular faculty meeting.

· Attends curriculum level meeting as scheduled by the academic chair.
· Prepares and submit concept grades, reports on the performance or status of students at the end of each concept to the academic chair.

· Attends all activities of the department and of the university.

· Provides proper guidance to students by acting as good role model both in words and deeds.

· Participates in the deliberation/evaluation of students cases based on the policies under his/her curriculum level.

· Required to have continuous education like master’s degree and doctorate’ degree.
· Attends different trainings and seminars.
· Coordinate with the clinical coordinator and clinical instructors for the application of the concepts/ theories learned in the clinical areas.

· Review different reference materials.

· Conducts researches and evidence-based practice.
· Provides consultation hours for students.

· Perform other tasks as may be delegated by the academic chair or the dean.




EDUCATIONAL BACKGROUND:





School�
Awards/Honors�
�
Graduate School Program





Master of Arts in Nursing


Holy Angel University


Angeles City, Pampanga


2007 – 2009�
�
�
Bachelor of Science in Nursing


University of the Assumption


Unisite Subdivision, City of San Fernando, Pampanga 


2003-2007�
Rank 1 (Class 2007)





President’s Lister (2nd Honor) S.Y. 2003-2004 1st Sem





President’s Lister (1st Honor) S.Y. 2003-2004 2nd Sem�
�
Holy Rosary Academy


San Nicolas 1st Lubao, Pampanga (1999-2003)�
Class Salutatorian�
�
Sta. Monica Elementary School


Sta. Monica Lubao, Pampanga (1993-1999)�
Class Valedictorian�
�



SKILLS:





Well-versed in methods of teaching


Competent in planning, managing and improving the learning of the students, and working with other team members


Leadership and management


Computer Literate


Well-versed in documentation/ technical reports


Efficient, organized, good analytical and decision-making skills


Licensed for Basic Life Support-Cardiopulmonary


Resuscitation for Healthcare Provider 


(Active License No


Licensed for Standard First Aid 


(Active License No. 


Intravenous Therapist (Active License No.: 





TRAININGS:


	


aligning instructions with curricular goals and promoting


interactivity in general education setting


National Teacher’s Training Center – University of the Philippines (Manila)





standard first aid Basic Life Support Cardiopulmonary 


Resuscitation – CPR PROFESSIONAL 


	American Safety & Health Institute


	Training Program - Philippines


	May 29-30, 2013





MARK 


� HYPERLINK "mailto:Mark.347204@2freemail.com" �Mark.347204@2freemail.com�  





�





PERSONAL INFORMATION:





Age		: 30


Birthday	: March 29, 1986


Place of Birth  : Philippines


Sex		: Male


Height		: 5’9”


Weight		: 70 kg


Civil Status	: Single 


Citizenship	: Filipino


Religion	: Roman Catholic





SUMMARY of QUALIFICATIONS:





Masters of Arts in Nursing


MOH Licensed Nurse – Oman


Registered Nurse – Philippines


HAAD passer - UAE


Efficient in providing highest quality of patient care


Strong written and verbal communication skills


Well-versed in conducting researches/ proposals


Proficient in all documentation/ technical reports








































































































SKILLS:





Computer Literate


Familiar with Fundamental Skills in First Aid


Basic Life Support-Cardiopulmonary


      Resuscitation Trained











TRAININGS:





	Basic intravenous therapy training


		Pampanga Medical Specialist Hospital


		San Antonio, Guagua, Pampanga, Philippines


		September 13 – 15, 2007


		License No (Active)


	Basic Life Support Cardiopulmonary Resuscitation – 


		HealthCare Provider 


		License No. (Active)


	Philippine National Red Cross


		PNRC Training Center, Pampanga, Philippines


		June 01 – June 02, 2012	


	STANDARD FIRST AID


	License No (Active)


	Philippine National Red Cross


		PNRC Training Center, Pampanga, Philippines


		May 28 – May 31, 2012


	Basic occupational safety & health for nurses


		Clark Development Corporation, Pampanga


	            November 14-16, 22-24, 2012





SEMINARS ATTENDED:        





Seminar�
Venue�
Date Conducted�
�
Public Health in Emergency focused on STI/HIV�
PNRC Training Center (Pampanga)�
June 01, 2012�
�
Orientation on Red Cross Movement & Basic Humanitarian Law (IHL)�
PNRC Training Center (Pampanga)�
May 31, 2012�
�
Research Colloquium�
Holy Angel University�
February 29, 2012�
�
IVT Update: Refresher Course on Managing IV Pitfalls/ IV Complications�
University of the Assumption�
November 17, 2011�
�
IVT Update:


Understanding Parenteral Nutrition�
University of the Assumption�
November 12, 2010�
�
IVT Update:


Refresher Course in IV Chemotherapy�
University of the Assumption�
September 27, 2010�
�
College Research Colloquium�
Holy Angel University�
September 28, 2010�
�
Promoting Interactivity in a General Education Setting�
NTTCHP UP Manila�
July 26, 2010 �
�
Seminar on Professional Ethics�
University of the Assumption�
May 04, 2010�
�
Aligning Instruction with Curricular Goals�
NTTCHP UP Manila�
April 27-29, 2010�
�
IVT Update


ETHICO-LEGAL ASPECTS in IV Therapy�
University of the Assumption�
October 20, 2009�
�
“FACULTY RESEARCH: Action Research & Descriptive Research”�
University of the Assumption�
July 20, 2009�
�
FIRST AID�
University of the Assumption�
February 9, 2009�
�
Strengthening the Curriculum Towards Producing World Class Competent Graduates


Central Luzon Regional Curriculum Summit�
University of the Assumption�
September 25, 2008�
�






WORK EXPERIENCES:





Nurse/ Floor Supervisor/


Insurance & Billing Administrator


     Starcare First Medical Centre


     Al Khuwair, Muscat, Oman


     February 02, 2014 - present





Nurse 1


DOST – Philippine Science High School (Central Luzon Campus)


Pampanga, Philippines


August 02, 2012 – August 15, 2013





Faculty/ Lecturer/ Clinical Instructor


University of the Assumption


Pampanga, Philippines


November 03, 2008 – April 15, 2012





Faculty/ Lecturer/ Clinical Instructor


AMA Computer Learning Center (St. Augustine School 		of Nursing)


    Guagua, Pampanga, Philippines


    June 23, 2008 – October 23,  


    2008





Staff Nurse


     Pampanga Medical      


     Specialist Hospital


     Guagua, Pampanga, Philippines


     July 25, 2007 – August 10, 2009









































































































































