Cherry 
Cherry.358965@2freemail.com
            
CAREER OBJECTIVE: 
Obtain a position at company where I can maximize and share my work experience development, and training experience throughout the company progress. 

WORK EXPERIENCE:
Recruitment Assistant/ Receptionist

Al Madina Agencies and Services

Abu Dhabi, UAE

August 2013 till date

Responsibilities:  
Recruitment Assistant
· Open, sort, and distribute incoming correspondence, including faxes and email. 
· File and retrieve corporate documents, records, and reports.

· Perform general office duties such as ordering supplies, maintaining records management systems

· Make travel arrangements

· Prepare invoices, reports, letters, financial statements and other documents, using word processing

· Performing day-to-day administrative tasks such as maintaining information files and processing paperwork.

· Follow up the clients need in manpower request that they are need per agency. 
Receptionist

· Provide office support services in order to ensure efficiency and effectiveness within the department offices.

· Receive, direct and relay telephone messages and fax messages

· Pick up and deliver the mail

· Open and date stamp all general correspondence

· Maintain the general filing system and file all correspondence

· Maintain an adequate inventory of office supplies

· Respond to public inquiries

· Provide word-processing and secretarial support

· Develop and maintain a current and accurate filing system

· Monitor the use of supplies and equipment

· Coordinate the repair and maintenance of office equipment

· Re-direct calls as appropriate and take adequate messages when required

· Greet, assist and/or visitors.

· Assist the Executive Director and other staff as requested

· Provide administrative services for the General Manager and Chairman
· Perform other related duties as required
Recruitment Officer

GFI Manpower International Specialist

Makati City, Philippines

November 2012 – May 04, 2013
Responsibilities:

· Screens applicants for basic compliance with position qualifications, summarizes CVs for easier evaluation by the departmental heads.
· Meets walk-in applicants, collects and assesses CVs.
· Obtains and assess all certificates and testimonials of the candidates.
· Receive and answers telephones calls, SMS, and emails from the applicants.
· Forwards collected CVs to the concerned departmental heads for evaluation and interviews.
· Coordinate manpower planning process and maintain manpower records.
· Establishes and maintains files and records on an ongoing basis.
· Encoding applicants data to data base. ( IRIS)
· Browse resumes from work abroad and Job street according to the requirements.
· Contact applicants to report and to bring requirements for initial interview for the lineup of upcoming employers interview.
· Arrange and schedule line-up of the applicants for the employers interview.
· Informing the applicants regarding the result of the interview done by the employer.
· headhunting - identifying and approaching suitable candidates who may already be in work;
· Attend in the Job Fair.
Secretary

Wright International Manpower Inc.
Ermita Manila, Philippines

June 01, 2009 – July 01, 2011

Responsibilities:
· Receive, direct and relay telephone messages and fax messages
· Direct the general public to the appropriate staff member
· Maintain the general filing system and file all correspondence
· Assist in the planning and preparation of meetings, conferences and conference telephone calls
· Maintain an adequate inventory of office supplies
· Respond to public inquiries
· Provide word-processing and secretarial support
· Type confidential documents on a word processing system
· Receiving applicants, giving certain information regarding their concerns.
* Giving medical referral, fallow up the result, informing the applicant about the medical result.
· Encoding (ENJAZ)
· Negotiating with traveling agencies regarding flight schedules and rate.
· Informing the applicant regarding their booking confirmation if they are ready to flight on the  day that we get confirmation for them to prepared.
· Receiving dollar and peso account
· Training and assisting  the new commerce on how to start with the work at the first time encounter at the job.
· Make business and personal travel arrangement for an organization senior staff, this may include booking flights, reserving hotel room and securing rental vehicle.
· Take written and oral communication, takes phone calls, redirect the caller to the appropriate person or takes a message, places phone calls to client, provide information or direction to those who request also involved in written and email correspondence.
· Negotiating to those applicant with problem regarding their work in the other country, counseling,
· Filing, arranging of complete documents of applicant from their application up to the time they will travel abroad.
· Before the flight of the applicant, giving them information that they need to know, about the time difference, the policies of each employer about their housemate.( briefing )
Assistant Nurse
Eduardo L. Joson Memorial Hospital
Nueva Ecija, Philippines
August 06, 2007 – February 27, 2009
Responsibilities:

· Assisting Doctors when visiting patients, assisting the doctor when doing minor surgery in the ward and in wound dressing.
· Helping the Nurse on duty in performing nursing care on each patients, giving medicine, taking vital sign, wound dressing, checking and regulating Intravenous Line & the drops of the I.V. line, Monitoring Input and Output.
· Helping the Nurse on duty to do charting on patients records.
· informing the patients about the procedures will be doing by the nurse if he or she ready on the said procedure, and then informing the nurse on duty.
· After the surgery assisting the patient to ambulate with the close supervision of the nurse on duty, monitoring closely the vital sign to see if they have negative outcome after the surgery.
· Ensure the clients safety at all time, and the discomfort of the patients.
· Providing Privacy to each patient every procedure, and self-care needs.
· Provides patients' personal hygiene by giving bedpans, urinals, baths, backrubs, shampoos, and shaves; assisting with travel to the bathroom; helping with showers and baths.

· Provides for activities of daily living by assisting with serving meals, feeding patients as necessary; ambulating, turning, and positioning patients; providing fresh water and nourishment between meals.

· Provides adjunct care by administering enemas, douches, nonsterile dressings, surgical preps, ice packs, heat treatments, sitz and therapeutic baths; applying restraints.

· Maintains patient stability by checking vital signs and weight; testing urine; recording intake and output information.

· Provides patient comfort by utilizing resources and materials; transporting patients; answering patients' call lights and requests; reporting observations of the patient to nursing supervisor.

· Documents actions by completing forms, reports, logs, and records.

· Maintains work operations by following policies and procedures.

· Protects organization's value by keeping patient information confidential.

· Serves and protects the hospital community by adhering to professional standards, hospital policies and procedures, federal, state, and local requirements,
EDUCATIONAL BACKGROUND:
· Bachelors of Science in Nursing, Araullo University, Cabanatuan Nueva Ecija City, June 2003 – April 2007

TRAINING:

· Therapeutic Communication, Dr. Carl E. Balita, Araullo University

February 05, 2007 – February 06, 20

OTHER SKILLS:  
· MS Office (Word, Excel, PowerPoint)

PERSONAL BACKGROUND:
Date of Birth:

December 29, 1986

Marital Status:
Single

 
 Reference are available upon request. 
 
