Baticados

Baticados.371669@2freemail.com 
Visa Status Desired Position



Husband’s Visa

Administrative Assistant/ IT / Any position that befits my qualification

Job Description:

· Work as a secretary for the Executive Director of Logistics and Contracts Management and at the same time with the Director of Equipment, Planning and Commissioning.
· Setup and coordinate meetings and appointments.
· Coordinates with Logistics and Contracts based in Central, Western and Eastern regions concerning with employees evaluations (re-contracting), and makes justification letter if needed.
· Communicates with the Higher Management as needed, and as per the directive of the Executive Director.
· Handles all the projects on MNG-HA for the King Saud Bin Abdulaziz University for Health Sciences equipment, Equipment Planning and Commissioning (KSAU-HS Colleges,
Neuroscience, Children’s Hospital, Women’s Hospital, Mental

Health, Research Center, Dental Expansion)

· Prepares needed documents for the meetings.
· Answers incoming calls and transfer to appropriate staff member/ division under LCM umbrella, Corporate Contracts, Procurement, Planning, Purchasing, Corporate Pharmaceutical Planning, Property, Materials Management, Logistical Support, Product Evaluation, Equipment Planning and Commissioning, Tender Services, KSAU-HS Logistics, Expediting, Industrial/Medical Planning.
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· Communicates with clients or vendors as required, particularly concerning with equipment price negotiation.
· Performs general clerical duties to include but not limited: photocopying, faxing, mailing and filing.
· Maintain hard copy and electronic filing.
· Make invoices for payment authorization and forward to the executive committee members for signature process.
· Meet and greet clients and visitors, and accommodate them with their need.
· Create and modify documents using Microsoft Office and Excel.
· Maintain and distribute incoming and outgoing documents in Central Region as well as in other regions.
· Maintain and updates the projects database for all KSAU-HS projects.
· Identifies the equipment submittals for which project does it belongs and takes appropriate action as needed.
· Communicate directly to the contract administrator as needed to finalize the contracts.
· Handles employee status and database, keep track of vacant positions for all regions to avoid deletion from International/Local Recruitment, and follow up applicants hiring process.
· Communicates with concern Departments regarding with the medical equipment evaluations as approved or rejected to proceed with price negotiation.
· Handles referrals coming from the Executive Director, and carry out the necessary action as directed (memorandum, referral)
Administrative Assistant/Secretary  May 5, 2004-Sept. 30, 2009

M3 Medical Management Services Group Inc.

2nd Floor Nelly’s Garden Bldg., E. Lopez St.,

Jaro, Iloilo City

Philippines 5000

Job Description:

· Accomplishes monthly reports regarding financial accounts and transactions of the company.
· Follows up clients’ completion of necessary documents as mandated by the company and its affiliates.
· Evaluates clients’ status in relation with their current application in the US consulate.
· Communicate/ correspond with office-manager and finance office
· Performs telephone contacts, emailing, mailing, scanning and faxing information.
· Conducts public relations and marketing to clients and affiliated companies.
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· Assists the office manager and personnel in client management.
· Assists the corporate technician in hardware, software and network troubleshooting.
On-the-Job-Training
October 2003-March 2004

Informatics Computer Institute-Iloilo Center

2nd Level SM City Benigno Aquino Avenue

Mandurriao, Iloilo City, Philippines 5000

Job Description:

· Interacts with clients regarding short-term courses, trainings and specific modules.
· Documentation of student records, bank deposits and call inquires.
· Assists the operations-manager with regards to various client and school transactions.
GSIS Encoder



May 2002

Informatics Computer Institute-Iloilo Center

2nd Level SM City Benigno Aquino Avenue

Mandurriao, Iloilo City, Philippines 5000

Job Description:


Encodes important monthly contributions of GSIS members for the whole region of Iloilo;


Updates information on monthly contributions of clients on a daily basis.

	
	  Assists the personnel in client transactions.

	Special Skills
	  Good in verbal and written communication (English).

	
	

	
	  Able to handle tasks simultaneously.

	
	  Disciplined time management skills.

	
	  Integrity in dealing with confidential information.

	
	  Ability to be flexible and supportive of job assignments.

	
	  Knowledge   about   HTML,   Visual   Basic,   Java   Script,

	
	Microsoft Office Applications, Windows 98/ 2000/ XP, Linux.

	
	  Configures and install networks.
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Education

College:
2003-2004

Course: Advanced Diploma in Information Technology

Informatics Computer Institute-Iloilo Center

2nd Level SM City Benigno Aquino Avenue

Mandurriao, Iloilo City, Philippines 5000

· Student Council President for school year 2003-2004.
· Graduated with Academic Distinction
Secondary:
2001-2002

Cabatuan National Comprehensive High School

Cabatuan, Iloilo, Philippines 5031

· Graduated with (1st) honors in class section.
Elementary:
1997-1998

West Visayas State University La Paz, Iloilo City

La Paz, Iloilo City, Philippines 5000

· Table tennis varsity
· Member of the school journalism club
Personal Data

	Date of Birth :
	September 15, 1985

	Place of Birth :Cabatuan, Iloilo, Philippines 5031

	Age :
	31 years old

	Civil Status :
	Married

	Sex :
	Female

	Religion :
	Roman Catholic

	Nationality :
	Filipino


                                                Languages Spoken : Basic Arabic, English and Tagalog

5 of 5

