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OBJECTIVE:
To seek an appropriate placement which will encourage post satisfaction, job growth and valued experience.

SKILLS:
· A hard-working, efficient and highly motivated professional with strong analytical and Leadership skills

· Knowledgeable in the following computer applications:  MS Office (Word, Excel, PowerPoint and Publisher) 
· Adobe Photoshop
· Possesses good communication and interpersonal skills

WORK EXPERIENCE:
Harvardis Educational Foundation Philippines

English Teacher

Dec 2007- May 2008



· Teaches grammar, literature and proper pronunciation of words to Korean Students 
· Prepares daily lesson plan, reports and exams
Medical Secretary

SAKURA (Acosta) Skin Laser Clinic
March 2006-Nov 2007







· Schedules appointments, provides information on patients file for updating and follow-up check-up

· Responsible for the weekly inventory of our medical stocks

· Coordinates handling of contacts with different clinic

· Responsible in maintaining clients record
· Accept, sort, classify and record all documentation
· Responsible for all incoming and outgoing calls
· Prepared and checked the doctors schedule including daily, weekly, monthly meetings and conferences

· Other jobs assigned from time to time

Volunteer Midwife
Subic Health Center
May 2005- Feb 2006



· Provides care to women during pregnancy, labor and delivery

· Gives Post partum care to mothers and infants

· Prepare needed materials for delivery and gives medication
· Responsible in maintaining client’s records
EDUCATION:
College:



Gordon College 

Graduate in Midwifery





Olongapo City, Philippines





April 2005

Secondary:



St. James School





High School Diploma





Subic, Zambales, Philippines





March 2002
CERTIFICATION:
May 6, 2005 



Professional Regulation Commission

Midwifery Licensure Exam Passer

PERSONAL INFORMATION:
Country of Citizenship:
Philippines

Date of Birth:


October 6, 1985

Gender:


Female

Height:


5’2”

Weight:


110 lbs

Marital Status:

Single

Languages:


Filipino, English

