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OBJECTIVE
To secure a challenging position in a progressive company.
PROFESSIONAL QUALIFICATION




Receptionist cum Secretary




German Dental Clinic

                                   Jan 26, 2007-February 1, 2008
· Receives all incoming internal and external mail, faxes and letters and Obtains caller's name and arranges for appointment with person called upon
· Ensures that all documents are filed in a logical manner, for easy reference, while maintaining confidentiality.
· Manages the DVP diaries and ensures he is aware of the day's commitments by advising him of the daily schedule.

· Drafts announcements on behalf of the DVP as requested. Operate PBX telephone console to receive incoming messages 
· Type letters, memos and other documents for the DVP. Type memos, correspondence, reports, and other documents
· Make future appointments and answer inquiries 
· Answers the telephone and connects callers as necessary and appropriate.
· Takes and conveys messages and answers general queries in a pleasant and efficient manner.

· Receives and screens visitors, takes and delivers messages and/or arranges for appointments.
· Maintaine computers, scanners, printers and plotters
· Create a database with information on customers




Staff Pharmacist




Rhazes Medical Center
    
                                   August 2006-December 2006
· Supervise Pharmacy Stock

· Assist in dispensing medicine and supplies as requested by various nursing unit

· Monitors drug Availabilities and their corresponding expiry date

· Informs doctors and nurses about availability of new product and those that out of stock.

· Provides information and make recommendations about over-the-counter drugs.
· Advised patients and answer questions about prescription drugs including questions about possible side effects and interactions among diff. drugs 
· Advised physicians and other health practitioners on the selection, dosages, interactions and side effects of medications.


                                                                         Staff Pharmacist



                        World CiTI Medical Center

                                            Feb 2002 – Jan 2006
· Supervise Pharmacy Stock 
· Dispensing medicine and supplies as requested by various nursing unit

· Monitors drug Availabilities and their corresponding expiry date

· Informs doctors and nurses about availability of new product and those that out of stock in monthly basis.                                                                                    

· Review, computes, records prescription, charges, collects payments from the out patient

· Performs other duties that may assign from time to time

· Compounding

· Advised physicians and other health practitioners on the selection, dosages, interactions and side effects of medications.
· Provide information and make recommendations about over-the-counter drugs 
· Advised patients and answer questions about prescription drugs including questions about possible side effects and interactions among diff. drugs.
· Monitors the health and progress of patients in response to drug therapy
Instructor l 




World Citi Medical Center
and Colleges                                           Oct 2004 – April 2005
· Teaching College Pharmacy, Physical Pharmacy, Dispensing, Compounding and Incompatibilities. Prepares lesson plans, examination and grades for each subjects being handled. 




 EXAM (Passed)





Registered Pharmacist in the Philippines











QUALIFICATIONS








       Ability to multitask


       Work well under pressure


       Work with minimal       


                     Supervision


       Knowledgeable in computer


          (Microsoft Office)


       Typing skills of 50+ wpm








EDUCATION & CREDENTIALS





B.S. Pharmacy


1991 -2001


World Citi Medical Center and Colleges















































PERSONAL 





DATE OF BIRTH


September 23, 1980





NATIONALITY


Filipino








MARITAL STATUS


Single





VISA STATUS


Visit Visa





Salary Expectation





AED3000-negotiable
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