Gulfjobseeker.com CV No: 325164
Mobile +971505905010 / +971504753686 

To get contact details of this candidates

Submit request through Feedback Link

http://www.gulfjobseeker.com/feedback/submit_fb.php
CAREER PROFILE 
· Proven record of reliability and responsibility. 
· Proven administrative, secretarial and general office experience. 

· Strong background in all aspects of customer service and support. 

· Knowledge of computers 

PROFESSIONAL EXPERIENCE
 Al Sehoul Orthodontic and Dental Center

Dubai, UAE

April 2008 up to present
Dental Assistant cum Receptionist
· Assist Doctor in all dental procedures like air flow or teeth cleaning, fixation, changing of elastic, filling, and other dental procedures
· Monitors outgoing and incoming calls
· Scheduling patients or clients for an appointment
· Entered and retrieved data of the clients
· Interact with a variety of client

God’s Gift Medical Surgical and Maternity Clinic
Quezon City, Philippines

June 2007- November 2007 
Nurse cum Secretary

· Reporting directly to the clinic administrator
· Updates daily schedule of the doctor
· Utilized efficient and courteous customer service in patients or clients
· Processed orders, entered and retrieved data using both manual and using computer 
· Coordinated provision of communications materials for all segments of the clinic
· Monitors incoming and outgoing calls
· Maintained accurate, up to date comprehensive and confidential files and records. 

· Coordinated and managed multiple priorities  

· Answered busy telephones, directed and routed calls, and scheduled appointments. 
· Implement patient care such as vital signs taking, giving medicines through oral and intravenous, etc 

· Assess patient status and notify physicians of clinical changes. 

· Educate patients/families on health care needs, conditions, options etc. 

· Assists the doctor when patient gives birth.

· Performs Cord Dressing for a newborn babies

· Maintained patient charts and confidential files. 

Bicol Medical Center
Naga City, Philippines
June 2006-May 2007
Staff Nurse (Peritoneal Dialysis Unit, Medical Unit and Intensive care Unit)

· Assigned to provide patient care for patients such as vital signs taking and monitoring, giving medicines through oral and intravenous, suctioning nasopharyngeal secretions, etc
· Assisted with the admittance and discharge of patients. 

· Performed clinical tasks according to hospital policies. 

· Assisted in the orientation of new staff members. 

· Assessed patient conditions and advised of changes in status. 

· Monitored and maintained patient charts with confidentiality. 
· Assisted patients and family members in the education of health care needs
EDUCATION: 


Universidad de Sta. Isabel (2002 – 2006)
Naga City, Philippines
Bachelor of Science in Nursing

PERSONAL

· Born June 04, 1984 
· 24 years of age

· A Filipino Citizen

· Roman Catholic

· Single
· Registered Nurse
· Visit Visa

