Gulfjobseeker.com CV No: 437100
Mobile +971505905010  cvdatabase[@]gulfjobseeker.com
To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php 

SUMMARY OF QUALIFICATIONS:

•
Able to work under pressure with accuracy and efficiency

•
Possess excellent work ethics, honesty and integrity

•
Highly developed communication skills – written, verbal and presentational 

•
Strong interpersonal and communication skills with the ability to establish and maintain effective working relationships with all levels of staff, the public and representatives from external companies

•
Good team player and works extremely well independently 

•
Fast learner and hardworking

•
Excellent time management and organizational skills and the ability to set priorities with minimal supervision.

SPECIAL SKILLS:
· Knowledge in Ms Office (MS Word, MS Excel), Internet researching

· Clerical works in office 

· Vital Signs, Assessing of Patients, First Aid & Emergency Care
· Rescue breathing (for Adult, Child and Infant)

· Cardio Pulmonary Resuscitation (for Adult, Child and Infant)

SEMINARS & TRAINING:

Health Care Year end Conference


December 9, 2007

       -    Psychiatric Care re-defined

       -    Stress Management and Defense

            Mechanism in Psychiatry 

Basic Sign Language Course



Aug.- Oct. 2007

2nd Metro Manila Healthcare Congress


Sept. 23, 2007

· Examination of the Dead

· Wound assessment & Evaluation

· Sexual Crime Examination

· Bedside care of patients with

Special needs

· Gastrointestinal Intubation

Globally Emerging Diseases



April 29, 2007

       -    Insights into the dynamics of Meningococcemia

       -    Avian Influenza

       -   Aging and Health
Health Care Forum 




October 15, 2006

· All you needed to know about Wounds

· Wound Evaluation “Forensic Nursing Perspective”

· Wound and Wound care “Trends and Updates”
Mid Year Metro Manila Health Care Conference 

September 24, 2006

· Handling Food safety

· A Guide to TESDA Trade Test
· Healthcare Employment Opportunities
Caregivers Forum




August 13, 2006

· Alzheimers disease 

· Dementia
· Care of Stroke Patient
· Pressure sore
· Care of  Patient with Renal Failure
Instructors Training Course



June 2-14, 2003

Standard First Aid & Basic Life Support


April 21-26,2003

WORK EXPERIENCE

Full-Time Instructor



Asian College of Science and Technology

Conducts Training on the ff:


Center

       -    Caregiver Course Modules


       -    Nursing Assistant 2 years Curriculum
August 2005- April 2008
Department Head for 2 Year Nursing Assistant      Asian College of Science and Technology
 & 6Months Caregiver Course




· Administrative works 




· Preparation of Students OJT schedules
November 2006-October 2007
· Coordination with affiliating institution

· Monitoring of the students activities

· Reporting to the School Director

· Documentation of students activities

· Prepares the billing statement of the institution.

· Prepares the Communication letters for Affiliating institution
Volunteer Instructor & First Aider

The Philippine National Red Cross
(Standard First Aid &



Quezon City Chapter
 Basic Life Support)



June 2003 – up to the present

Administrative Assistant


C. E. Daria Construction

      -     Clerical Works





      -     Prepares Payroll



January 2001-July 2005
      -     Prepares all the payables, receivables, purchasing of construction materials

      -     Bank Transaction

      -     Prepares Accounting works such as Tax, Benefits, Compensation, etc.

      -     Answers all the queries thru telephone

      -     Prepares Quotation and Business Proposal for Clients.

      -     Monitoring of Manpower supplies in every projects.

      -     Processing of Government permits for every projects.

      -     Follow up collectibles & receivables for the company
Area Manager




Mister Donuts Franchise Store

       -    Monitor Daily Sales of each store
All branches in Luzon & Visayas of Philippines

       -    Monitor the Throw away donuts

January 1997-October 2001

       -    Prepares all the Daily Orders

       -    Checking of Daily Sales Reports

       -    Check the Quality of donuts delivered in store

       -    Monitor the service crew attendance, tardiness and attitudes during working hours

       -    Prepares payroll for each store’s service crew

       -    Bank Transactions

       -    Prepares all the Payments for the donuts

       -    Evaluates Service Crew performance and do the Manpower hiring.
EDUCATION: 

Vocational Course
S. Lanting College





(Tandang Sora Q.C.)



6 Months Caregiver course




Jan.- June 2003

Collegiate

World Citi Colleges

(formerly Quezon City Medical Center &





Colleges)




(Aurora Blvd.,Quezon City)




Bachelor of Science in Nursing




1985-1989

Secondary

Capitol Institute







(Talipapa, Quezon City)




1981-1985
Primary

Quiapo Parochial School





(R. Hidalgo, Manila)




1975-1979

PERSONAL DETAILS:


Birth date
:
February 6, 1968


Age

:
40 years old


Gender
:
Female


Citizenship
:
Filipino

Height

:
5’7 ”


Weight

:
175 lbs.


Language spoken
English and Tagalog
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