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CAREER OBJECTIVE:











To put into practice my academic training and various practical exposure for an effective computer application

WORK EXPERIENCE:










Admitting / Information Staff
:
DLS-STI  Medical Center








Quezon City 1102 Philippines








May 2005 – December 26, 2007
Duties and Responsibilities:

· Responsible for providing a systematic and orderly process of admitting the patient by securing all information pertinent to the patient’s purpose and ensuring the accurate reporting and recording of admissions and discharges.
· Provides accurate and complete information on admission requirements, hospital rules and guidelines, and other hospital activities.

· Give information to all inquiries regarding patients, consultants and place where a procedure is done in the hospital.

· Answer all telephone queries regarding patients, consultant and all hospital queries.
· Admit patient to designated room of choice and assists to nurse station after admission.
· Issue transfer slip for those who want to change their room.
· Responsible in daily charging of patient’s room and board.

· Prepare bed occupancy, compute daily census for in-patient, print car pass log sheet and newspaper.

· Generate daily summary charges, credit memo of room and board and daily grand census.

· Attend to the patient complains and handle it thoroughly.
· Compute actual room and board revenue based on daily grand census.

· Facilitate problems after office hours such as transferred patient and out-patient who cannot settle their accounts.

Elementary Computer Teacher
:
Academia de San Bartolome of Taguig







Taguig City, Philippines








June 2003 to April 2005
Duties and Responsibilities:
· Monitor student’s over-all performance and prepares students performance reports to the Academic coordinator.

· Prepares all required forms documents and examination papers

· Attends all school activities, faculty and emergency meetings.

Secretary (Project Employee)
:
Trinity Learning Center for Children







Quezon City, 1102 Philippines








October – December 2002
Duties and Responsibilities:

· Files & organizes all important communication
· Acts as receptionist for the Principal
· Does all the typing job for the Principal

· Receives and screens telephone calls & mails for the principal

· Makes all correspondence for principal approval

· Assist personnel when needed and performs other duties as necessary
COMPETENCIES:











· Strong interpersonal and communication skills with the ability to work effectively with a wide range of constituencies in a diverse community.
· Ability to accept changes and new information and with job pressure and stress.
· Knowledgeable in Computer Application s particularly Microsoft Office
EDUCATION:












Bachelor of Science in Computer Science


Trinity College of Quezon City


June 1998 – 2001

PERSONAL INFORMATION:









Birth Date

:
January 17, 1980


Civil Status

:
Single


Languages

:
Tagalog / English


Qualities

:
Versatile, resourceful, willing to learn and patient.

Visa Status

:
Visit Visa until May 25, 2008
SKILLS








          A person of good moral character, flexible, self-motivated and can work well with different types of personality. Can work under pressure with minimal supervision.

      Well versed in the used of Computer Application in MS Windows such as MS Word, Excel and Power Point and proficient in the used of internet Explorer.
