Sasota

Sasota.370856@2freemail.com 
CAREER OBJECTIVE

To work for a growing company that will provide me with the possibility of growing within it & will allow the development of my abilities & skills in favor of the company's mission & my environment.

CAPABILITIES

· Excellent communication skills including spoken and written English. Familiar in dealing with colleagues, clients and customers on a face-to-face basis, via email or on the telephone.
· A strong team player building good relationships with colleagues. Able to support other members of the team and take up their duties when necessary.
· Works effectively under pressure and experience in handling both technical and confidential documentation.
· Excellent ability to prioritize multiple tasks
· Maintaining logs on all incoming/ outgoing documents & record management through PCM and ACONEX.
· Proficient Microsoft Office skills, office equipment use and troubleshooting, as well as clerical and administrative duties.
· Vast experience with acute patient care.
· Comprehensive knowledge of nursing practices.
· Impressive ability to quickly assess patient needs.
WORK EXPERIENCE

	Document Controller
	January 2017 – June 2017

	(PCM – Primavera Contract Management)
	

	National Industrial Contracting Company – Doha, Qatar
	

	Project:
	Construction of Al Khor Area Sewerage for Northern Region Package 2 (Al Khor, Qatar)

	Client:
	Ashghal
	

	Consultant:
	Parsons International Ltd.
	

	Document Controller
	March 2014 – March 2017

	(ACONEX)
	
	

	National Industrial Contracting Company – Doha,Qatar
	

	Project:
	Utility Tunnel Control Centre and VIP Access Bldg. CP- 16 (Lusail City,Qatar)

	Client:
	Lusail Real Estate and Development Company
	

	Consultant:
	Dorsch, Qatar L.L.C.
	

	PM/CM:
	Parsons International Ltd.
	


Job Description:

· Input document data into the standard registers ensuring that the information is accurate & up-to-date.
· Ensure proper document control support is given to each project & that controlled copies of latest approved documents and drawings are given to the appropriate staff, subcontractors and suppliers as applicable
· Produce & maintain document progress reports to Project Managers.
· Ensure all documentation provided is as per client quality formatting requirements.
· Create document control systems & correspondence folders for individual projects.
· Work in strict co-operation with the Project Manager to ensure project progress status integration.
· Ensure all templates used with the department conform to the company standards.
	Site Nurse
	January 2013 – March 2014

	National Industrial Contracting Company – Doha, Qatar

	Project:
	Al Khor Sewerage Project for North and South Package 1 (Al Khor, Qatar)

	Client:
	Ashghal

	Consultant:
	Parsons International Ltd.


Job Description:

· Ensures proper care of casualties, whether minor or major, and establishes procedures to be followed in the event of serious injuries such as a means of obtaining prompt medical & ambulant services.
· Provides stabilization, resuscitation & other life support / First aid measures for injuries & illnesses.
· Keeps & maintains the treatment rooms and equipment to make it functional &reliable, a well prepared emergency room as a whole.
· Coordinates & informs the Health, Safety & Environment Department on major injuries & cases attended.
· Administers & dispenses medications as appropriate from approved list of medications & with proper instructions on how to take it.
· Identifies & plans clinical materials, supplies & equipment that are required & raises requisition when needed.
· Maintains adequate level of stocks of approved supplies of medicines.
· Collect all data & statistics regarding health standards, medical audits & injury regarding injury reporting.
· Updates the monthly emergency medical reports.
· Prepares weekly & monthly first aid report including man hour lost, lost time accident, medicine consumptions, medicine stocks & medicine requisition.
Registered Nurse
April 2009 – February 2011

(Medical Surgical Unit)

Makati Medical Center – Manila, Philippines

Job Description:

· Maintained a database of patient stats as per hospital regulations.
· Interacted with patients & families, and provided answers to questions.
· Quickly assessed patient conditions & obtained vital statistics.
· Ensured compliance with patient privacy regulations.
· Addressed the direct care needs of each patient.
· Maintained a database of patient information & updated vital statistics.
· Provided care that was specific to the patient's age & condition
· Ensured that infection control procedures were implemented
· Supervised non-licensed nursing personnel & assigned tasks
· Provided information to patients &/or family members
· Ensured that patient care procedures were implemented
· Participated in patient assessment meetings
EDUCATION

	
	Bachelor of Science in Nursing (BSN)
	June 2003 – April 2008

	
	Makati Medical Center College of Nursing
	

	
	(formerly Remedios Trinidad Romualdez Memorial School – Makati Medical Center)

	
	Philippine Nursing Board License
	March 20, 2009

	
	(Registered Nurse No. 0532770) 79.60% rating
	

	
	Philippine Professional Regulatory Commission
	

	
	Registered General Nurse - Qatar
	January 2013

	
	(Prometric Registration No.8870000001164782)
	


Supreme Council of Health Qatar

TRAININGS & SEMINARS

· Basic Life Support Training Makati Medical Center
· Basic Intravenous Therapy Training Program Makati Medical Center
· Safe Medication Practice Workshop Makati Medical Center
· Intravenous Therapy Update: Infection Control in Intravenous Therapy Philippine Heart Center, Quezon City
· Evidence Based Clinical Management of Medical Surgical Conditions in Hospital Based Nursing Practice by Dr. Joyce Black
World Trade Center, Pasay City

· Philippine National Red Cross Basic Life Support: CPR Training for Health Care Providers
RTRMS Makati Medical Center

· ACONEX Training
National Industrial Construction Company (Internal)

· Primavera Contract Management Training National Industrial Construction Company (Internal)
· Internal Auditor Training (ISO 9001:2015, ISO 14001:2015, OSHAS 18001) National Industrial Construction Company (Internal)


July 20, 2010

December 4, 2009

June 5, 2009

July 27, 2008

July 29, 2007

February 7-8, 2006

June 13-14, 2007

March 2014

December 2016

March 2017

_____________________________________________________________________________________________________________________

“I hereby certify that the above information are true and correct to the best of my knowledge. “

Applicant

