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Leah
Leah.371321@2freemail.com  
----------------------------------------------------------------------------------------------

OBJECTIVE 

To obtain an opportunity in a highly competitive and dynamic firm/organization for professional growth and apply the expertise, academic and technical skills acquired through the years of my education and experience. 

QUALIFICATIONS

· Hardworking, energetic, flexible and can do multitasking

· Adapts easily to change of environment and work schedule

· Accepts appointed tasks with an open, cooperative and positive attitude

· Can work in a Multicultural environment

· Establishes good communication skills 
· Work effectively as part of a Team
· Experienced in handling emergency situations

· Works well under pressure
· Committed to continuous improvement
· Computer & Systems literate (Oracle, Galileo, MS Office)

· A Registered Nurse in Title

-------------------------------------------------------------------------------------
EDUCATIONAL BACKGROUND

2006 - 2010 
      Far Eastern University



                Manila, Philippines



                Bachelor of Science in Nursing
2002 - 2006                 School of St. Anthony
                                    Quezon City, Philippines

                                    Secondary Education

1995 – 2002                Sacred Heart Academy
                                   Quezon City, Philippines

                                   Primary Education

-------------------------------------------------------------------------------------
PERSONAL INFORMATION
Age: 

        27 years old                  Country of Origin:   Philippines

Date of Birth:       May 8, 1990                  Language Spoken:  English, Tagalog
Height:
        5’3”                              Visa Status:             Residence

Civil Status:
        Married                          
Religion:               Christian
PROFESSIONAL EXPERIENCE
· FLIGHT OPERATIONS COORDINATOR
HADID International Services FZE 

     Dubai Airport Freezone, Dubai U.A.E.
     August 2015- up to date

Scope of Responsibilities:

· Obtain overflight/landing clearances, PPRs and slots, as well as set up ground handling, fuel, catering, hotel and transportation arrangements. 
· Guide the clients on their flight clearances requirements, airport restrictions, NOTAMS, parking constraints. 
· Follow up on flights movement and keeping the clients updated throughout the journey.
· Analysing and interpreting a variety of weather reports, charts and forecasts, and communicating advisories to Flight Crews as necessary.
· Safe, efficient and regulatory compliant practices. 
-------------------------------------------------------------------------------------
· ADMIN ASSISTANT / RECEPTIONIST  

HADID International Services FZE 

     Dubai Airport Freezone, Dubai U.A.E.
     November 2012 – August 2015
Scope of Responsibilities:

· To provide screening of all incoming calls and forwarding it to the concerned person/s in a friendly and efficient manner.

· Monitoring of employee’s attendance and tracking employee’s in and out.

· Handles all incoming and outgoing document.

· Monitoring and control of stationery supplies, kitchen stocks and other office supplies.

· Receives visitors, clients/ customer, and supplier.

· Forwarding operations request to Dam and obtaining Fuel delivery ticket if needed.

· Maintains good ambiance of the reception area. 

· Fuel and Car monitoring.

· Responsible for miscellaneous expenses in coordination with Accounts department. 

· Provides a solid and consistent support to Admin; other tasks may be assigned as the needs arise.
· Responsible for hotel booking and reservations & visa arrangements inside and outside the country, as required by the clients, crew, guest or employee

· Assisting IT Dept on Telephone Bills under the company.
· Assisting PRO related works. 

· Supports Marketing Department for promotional activities; inventory of advertising materials.  
· Responsible for Insurances of the company (Health, Third Party Liability, Workmen’s Compensation, Fire).
· Providing First Aid to staff. 
-------------------------------------------------------------------------------------
· MEDICAL BILLER
         Jubail National Dispensary

          Jubail, Kingdom of Saudi Arabia

          May 2012 – September 2012
Scope of Responsibilities:

· Reviewing patients’ encounter forms (medical, dental, lab, mental health, etc.) to insure accuracy and completeness prior to performing charge entry transaction.
· Document all activities using the right medical terms.
· Check each insurance payment is for accuracy and compliance with contract discount.

· Follow up on unpaid claims within standard billing cycle timeframe. 

-------------------------------------------------------------------------------------
· MARKETING ASSISTANT / RECEPTIONIST 
Alarme Transport Logistics & Services Inc.
         Manila, Philippines 

          March 2011-December 2011
Scope of Responsibilities:
· Front desk receptionist.

· Facilitate all client calls and provide necessary. 

· Transport forwarder information in coordination with CSR’s.  
· Attend to office logistics and supplies services. 

· Responsible for records management and filing. 

· Organize supervisors meetings and work activities.

-------------------------------------------------------------------------------------
TRAININGS & SEMINARS
· OPERATING ROOM NURSE
· January 2012-April 2012, Mary Chiles General Hospital 

· INTRAVENOUS THERAPY TRAINING PROGRAM
· April 1-3 2011, Dr. Fe Del Mundo Medical Center Quezon City

· ADULT BASIC LIFE SUPPORT
· March 4, 2011 Philippine Heart Center Quezon City

· EMERGENCY & DISASTER PREPAREDNESS TOWARDS SUSTAINABLE DEVELOPMENT
· January 2010, Far Eastern University Manila

· AIRWAY MANAGEMENT
· May 29, 2009 Lung Center of the Philippines Quezon City

· FLORENCE NIGHTINGALE: "The Legal Battle Issues And Concerns In Nursing Service Among Young Professional"

· January 2010, Far Eastern University Manila 
----------------------------------------------------------------------------------------------
MEDICAL AFFILIATIONS
· PNA member

· FEUNAF member

-------------------------------------------------------------------------------------
REFERENCES will be furnished upon request.

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

