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CRISTY
CRISTY.349414@2freemail.com  
	Position Applying For
	Administrative Assistant / HR Staff / Personal Assistant / Secretary / 

Receptionist

	Degree
	Bachelor of Science in Nursing

	Years of Experience
	3 years

	Visa Status
	Tourist Visa 

	Availability
	Anytime and/or Immediate

	Nationality
	Filipino / Philippines

	Birth Date
	13 September 1991

	
	

	Languages Speak
	English, Tagalog, Cebuano


  
CAREER OBJECTIVE:

To find stable employment that will allow me to utilize my skills and knowledge. To be able to continue to broaden my knowledge, and gain further experience that will allow me to contribute towards the growth and benefit of the organization.
  
SKILLS and QUALIFICATIONS:

· Office-based computer applications (MS Office – Outlook, Excel, Word, PowerPoint)

· Detail oriented and work with accuracy and ability to analyze and classify collected data

· Able to plan, organize work while easily adapting to changing priorities and meeting deadlines and work in a teamwork environment

· Knowledgeable in Human Resources including Recruitment, Employee Relation, Compensation & Benefits and Record Keeping

· Administration Assistance and Secretarial Skills

· Good Interpersonal and Communications Skills in English
· Multitasking ability and Time Management Skills with good organizational skills
· Ability to handle a large volume of work quickly and accurately under time constraints and minimum supervision

· Proficiency in general office duties and responsibilities, flexible and willingness to learn new skills

· Aggressive, hardworking, resourceful and dedicated to work

· Good organizing and planning skills

· Professionally inclined

· Accustomed to effectively coordinating and managing people, as well as time and resources in order to achieve goals and deliver quality services
· Looking forward to new challenges and to have opportunity to learn new methods of work
· Deal with matters of extreme importance and/or confidentiality
  
EMPLOYMENT RECORD:

2014 – 2017

Equipment Engineering Incorporation (EEI), Philippines
Position: HR Assistant cum Admin Staff
· Maintenance of the HR records.
· Update and maintain staff bulletin boards.

· Facilitate and Encode HR Documents or file such us: Field Admin Weekly/ Monthly report and Government mandated.
· Schedule interviews for job applicants.

· Arrange re-employment medical examinations.

· Conduct orientation to newly hired and mobilized employees.

· Organize seminars and trainings for employees.

· Prepare badges, passes, and identification cards for staff.

· Help/assist employees with benefit issues.
· Facilitate and monitor recruitment process.

· Issuance and monitor of Explanation Slips.

· Encode database entries at Centralized PERSIS.
2009 – 2012

Chong-Hua Hospital, Philippines



Vicente Sotto Memorial Hospital, Philippines




St. Vincent Hospital, Philippines



Mandaue District Hospital, Philippines
Position: Nurse (on the job training)
· Provide direct care by assisting patients with hygiene and general cleanliness.
· Assist patients in partaking of food and ensure that their food is prepared according to doctor’s instructions

· Ensure that all oral medications are administered on time and that any IVs or injections are handled properly.
· Check and record patients’ vitals such as pulse, blood pressure and temperature.

· Take patients’ histories and ensure that they are recorded accurately in the facility database.

· Assist front desk staff in hospital admissions, discharges and transfers.
· Prepare patients for physical examinations and provide them with information on what to expect during procedures.

· Take blood, urine and stool samples for testing purposes.

· Ensure that test results are expedited and update consulting doctors with the outcome.

· Monitor and observe patients to determine changes in their conditions and report any significant changes to the RN or nurse manager.
· Provide assistance with victims of accidents or medical emergencies.

· Provide emotional support to patients and families.

· Physical transfer patients to examination or surgical rooms.

· Ensure that all patient documentation is in order and medical records are updated.


TRAININGS AND SEMINARS:

· Basic Life Support by Philippine National Red Cross (2015)

· First Aid Training/Standard First Aid by Philippine National Red Cross (2016)

  
EDUCATION:
June 2008 – March 2012
Degree Holder

Graduate


Bachelor of Science in Nursing




University of Cebu-Banilad Campus, Philippines
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