JESSICA 
Jessa.368396@2freemail.com
OBJECTIVE
To be associated in an organization where I can use my knowledge and skills and be able to contribute to the growth of the company as well as to provide an assured growth.

WORK EXPERIENCE
· Pasig City Children’s Hospital (Child’s Hope)

Information-Admitting Staff
May 2014 – August 2016
Pasig City, Philippines
· Duties and Responsibilities:
· Greets and assists visitors, patients, and co-employees at the work place.
· Always smile and having a confident attitude at the posting area as the hospital information counter is the first contact of patient.
· Serves as helping hand and problem solver at the hospital,
· Attend to a friendly manner for incoming and outgoing hospital phone calls.
· Accommodates hospital inquiries and questions.
· Act as a paging attendant of the hospital, to deliver paging request in a complete and friendly manner.
· Provides a clear and specific instructions or directions regarding hospital amenities and facilities where there are located.
· Familiarization on hospital’s doctors list and schedule, diagnostic clinics and outpatient department schedules.
· Admits, registers and inputs patient’s data on the computer thru the hospital system.
· Interview patient/relative prior to admission, emergency information and other data required to bring patient into the hospital system.
· Explains hospital room/ward rates, amenities and facilities included to the room or ward to prior to the inquiry of relative/patient.
· In-charge of assigning and transferring of patient’s bed according to their medical needs as requested by the Nurse on duty.
· Organize and prepares hospital census count on each room and ward.
· Prepares hospital waivers and forms, patient data sheet and patient identification band for admitted patients.
· In-charge of explaining to relatives about cadaver releasing and its requirements.
· Perform other duties that may be assign.
· Pasig City Hall

Management Information System

Data Encoder

December 2012 – December 2013

Pasig City, Philippines
· Duties and Responsibilities:
· Transferring data from paper formats into computer files or database systems.

· Creating spreadsheets with large numbers of figures without mistakes.

· Verify data by comparing it to source documents.

· Update existing data.

· Perform regular backups to ensure data preservation.

· Sort and organize paperwork after entering data to ensure it is not lost.

· Philusa Corp. via Mercury Drugs

Mestiza Soap

Promo Girl/Merchandiser
December 2008 – May 2009
Pasig and Rizal area, Philippines

· Duties and Responsibilities:
· Demonstrate and provide information on promoted product.
· Create a positive image and lead consumers to use it.
· Distribute product samples, brochures, flyers etc. to source new sales opportunities.
· Identify interest and understand customer needs and requirements.
EDUCATIONAL BACKGROUND

TERTIARY:

Pasig Catholic College



Basic Computer Education




2005-2007




Pasig City, Philippines
SECONDARY:

Rizal High School




2001-2005




Pasig City, Philippines
PRIMARY:

Caniogan Elementary School




1995-2001




Pasig City, Philippines
CERTIFICATE:

Basic Computer Education




Microsoft Office/Windows 7

PERSONAL DATA

Age


: 28 years old

Date of Birth

: March 08, 1989

Height


: 5’6

Weight


: 62 kg.

Sex


: Female

Civil Status

: Single

Religion


: Catholic

Nationality

: Filipino

  I hereby certify that the facts and information contained in this resume are true and correct with the best of my knowledge.

