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COVER LETTER

Dear Sir/Madame:

Greetings of peace to you!

I am very much interested in the offered job; it would likely be much appreciated if you would consider me as one of the chosen few.

In here is an attachment of my resume conforming to the qualifications that might be an easier way for me to be considered. Actually, I am a certified holder of a Bachelor’s degree in Nursing and this is a strong possibility that I can handle interpersonal relationships with my clients. Also, I have also been a straight scholar in English subjects, with all humility, Sir/Madame, I am very much willing to prove that I can learn anything and I can give my best to my work. Furthermore, as a graduate in Bachelor of Science in Nursing, I have many on-the-job trainings, I have worked with various health care setting such as hospitals, public health centers, company/industrial set-up and school setting. Nevertheless, these trainings helped me in enhancing my interpersonal skills in communicating with people, I learned how to carefully handle my clients in whatever set up I may be. In line with while I was studying, I worked as Student Assistant in the Administration office of my school to support the high standard tuition fees for my course in such prestigious university. I have always been a positive, pro-active person; I tend to challenge my self to be more than the expected. Actually my chosen degree was not my first choice rather my parents it was the least that I would pick as a career path, but nonetheless, I was able to persevere and love what I was doing so I strongly believe that even if I am a nursing graduate it will never be a hindrance for me to perform excellent job, because I believe in the principle “ IF IT IS TO BE, IT IS UP TO ME” It was a principle that has 10 words with only 2 letters, and I affirm to this, “dedication” is one major key to being successful to your work, co-workers and of course your clients. So if you are to choose me I definitely think that you’re not going to regret it. I may be a fresh graduate but I am not “just” a fresh graduate, because I am flexible enough to do well in any task given to me.
I have always been dedicated to every task given to me, so rest assured I will be an asset to your company. I am fresh graduate from prestigious University in Manila and I am eager to enhance and further my knowledge in all aspect of my job if I will be given a chance.

I am looking forward to having a possible employer-employee relationship with you. Hoping for your immediate response.

Thank you and good day.

Sincerely yours,


CAREER  OBJECTIVE

To be able to work in a progressive, stable, and professionally managed organization where I will have the opportunity to assist in where my skills and capabilities will be fully utilized and therefore strengthened for possible career advancement. 
QUALIFICATIONS

· Certified Registered Nurse ( R.N.) in the Philippines ( Licensed R.N.)

· Certified Associate Health Care Provider ( AHSE Diploma)

RECENT WORK EXPERIENCE

Al Corniche Medical Center, Dubai, UAE

MEDICAL SECRETARY ( Part time)

· Accepts incoming calls and faxes of patients due for medical exam

· Keeps patients’ profile updated

· Arranges appointments of patients for medical check up

· Keeps systematized and well organized filing of records

WORK EXPERIENCE

MALLARI’S DENTAL CLINIC, Manila Philippines

Dental Nurse (Pre- registered Nurse)

· Prepare patient, sterilize and disinfect instruments, set up instrument trays, prepare materials, and assist dentist during dental procedures.

· Record treatment information in patient’s records.

· Take and record medical and dental histories and vital signs of patients.

· Provide postoperative instructions prescribed by doctor.

· Apply protective coating of fluoride to teeth.

· Instruct patients in oral hygiene and plaque control programs.

· Schedule appointments, prepare bills and receive payment for dental services, and maintain records, manually or using the computer.

Administration Officer

· Operate the switchboard, dealing with all incoming calls (International and Local) efficiently and politely.

· Receive incoming post, sort and ensure onward delivery. Prepare outgoing post and monitor collection by postal and courier collection agencies
· Receive and deal with visitors and deliveries as required
· To send and receive faxes. Operate an E-Mail messaging service.
· To arrange couriers, both international and local 
· Prepares daily and monthly reports.
· To reconcile various supplier invoices on a regular basis.

· Maintain an efficient office filing system.

FEU, Manila Philippines (December 2003 – March 2004)

Secretary/Administrative Assistant

· Attend to all telephone calls and transfer to local lines
· Prepares report, business correspondence, responds to e-mails and queries
· Handles filing and organization of documents
Training Nurse: (June 6, 2005 to March 31, 2007)

1. Far Eastern University – Nicanor Reyes Memorial Foundation Medical Centre

 June 2005 – March 2007

- Trained in NICU (Neonatal Intensive Care Unit), Pediatric Ward, Male Ward, Operating Room, became a scrub nurse in Explore-Laparatomy, assisted in various operations. 

2. Jose N. Rodriguez Memorial Centre 

January 2007 – March 2007

- Trained for IVF( Intravenous Fluid) Insertion, bed bath for patients, giving oral and parenteral medications as per doctors order.

- Trained as Head Nurse.
3. National Center for Mental Health

July 2006 – August 2006

· Trained for therapeutic communication in conversing with mentally ill patients.

4. Valenzuela General Hospital 

January 2006 – March 2006

· Trained in Delivery Room operations, e.g. handling of babies, cord care, baby bathing.

5. Kalookan Puericulture Center and Maternity House

November 2006 – December 2006

- Trained in delivery room operations. 

6. San Jose City General Hospital, Nueva Ecija

April 2006 – May 2006

- Trained in various ward as staff nurse, female general ward, male general ward,

- Skilled in Emergency room cases.

7. Ospital ng Muntinlupa

November 2006 – December 2006

· Trained in Blood Transfusion procedure.

8. Sta. Clara de Montefalco  General Hospital

September 2005 – October 2005

· Skilled in Emergency Room procedures.

9. Diosdado Macapagal Hospital 

July 2005 – August 2005

· Educated in Intensive Care Unit cases.

10. Cavite Health Department

- Skilled in Community Public Health, able to coordinate and organize medical missions to reach out the underserved society in the country

11. Bulacan Provincial Hospital

June 2005 – July 2005

· Educated in various health department programs in communities and municipalities in Bulacan.

12. San Lazaro Hospital

June 2005

· Oriented in prevention and cure of infectious diseases.
SKILLS

· Medical Attendant
· Knowledgeable in preparation of various health related services.

· Exposed in hospital activities and major/minor operations.

· Knowledgeable in leadership and management skills.

· Computer
· Experienced in utilizing and managing various computer OS


(Windows 95 / 98 / 2000 / XP)

-     Competent in utilizing MS Word, MS Powerpoint, MS Excel

- Certificate Holder in Associate Health Science Education(AHSE)

EDUCATION
· College (2003 – 2007)

Far Eastern University                
Manila, Philippines

Bachelor of Science In Nursing

PERSONAL INFORMATION

Date of Birth:  June 12, 1986

Nationality:      Filipino

Gender:           Female

Religion:         Roman Catholic

Civil Status:    Single
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