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Curriculum Vitae

Ria 
E-mail: ria.94228@2freemail.com 
 Objective:
To be part of a company that will enhance my capabilities and experience. At the same time to be able to share my skills for the satisfaction of the clients.

Qualifications:

· Proficient in MS Word, MS Excel, PowerPoint

· Resourceful and determine in removing obstacles to achieve results.

· Committed team player with the ability to meet and exceed set goals and deadlines.

· Willing to learn new skills and seek help from colleagues.

Professional Experience:
ARABTEC – EFECO (from September 2007 – up to present)
SECRETARY (Central Stores & Store Controlling Dept.)
(Dubai, U.A.E.)

May 2009 up to present
· Reports to the Central Stores & Store Controlling Manager
· Prepare requisitions of items needed in the department.
· Encode STVs (Store Transfer Voucher) of stationeries, hardware, tools, assets and safety materials issued to all site projects
· Encode all STVs of Excess Materials received from site projects. 

· Receive, distribute and file all memos, correspondences, STVs, SRVs, Purchase Requisitions, LPOs and any other documents related to the department.
· Take dictations and draft necessary memos, letters and other correspondence.
· Monitors daily attendance sheet and in charge in the preparation of the monthly attendance.
· Assist with the duties and responsibilities of the Central Stores & Store Controlling Manager.
· Participate during the minutes of meeting.

· Prepare the minutes of meeting.
· Perform other duties that may be assigned.
SECRETARY cum DOCUMENT CONTROLLER (Transport Dept.)
Dubai, U.A.E
September 2007 up May 2009
· Receive, distribute and file all memos, correspondence, transmittal and any other important documents in the department. File all documents related to vehicles.
· Take dictation and draft necessary memo or correspondence.

· Update list and user of all hired vehicles and owned company vehicles from time to time.
· Update staff transportation and prepare clearances for those staff who will handed back the vehicle and take allowance.
· Prepare and send Local Purchase Order (LPO) for the corresponding supplier.

· Prepare vehicle receiving and hand over form.

· Prepare and fax maintenance form to the supplier if any vehicle needs for service.

· Receive all invoices from suppliers and prepare Store Receiving Voucher (SRV) of rental charges, salik and traffic fines of all rented and owned vehicles monthly which is forwarded to accounting department for accounts payable  and debit note.
· Check traffic and salik fines of all owned company vehicles every month through the internet.
· Keep track of daily attendance sheet and prepare monthly attendance to be forwarded to administration dept.

· Receive and encodes diesel bills that comes from the driver to monitor their fuel consumption monthly.
· Prepare petty cash and perform other duties has been assigned by the manager.

CLAIMS ANALYST/ MEDICAL CLAIMS PROCESSOR (Medical Claims Dept.)
HEALTH MAINTENANCE INC.
Makati, Philippines
September 2004 – July 2007

· Receive Hospital Bills in-patients and various out-patients utilization from accounting department that came from different accredited hospitals.

· Log received bills.

· Process and evaluates the hospital bills according to the benefits of the member per service agreement.

· Determines the charges for covered items as well as sets of payments for professional fees.
· Do ICD coding for the diagnosis utilized by each member of the health insurance.
· Encodes medical records for the hospital operations department.

· Attaches all necessary records for processing of bills.
PHYSIOTHERAPY STAFF
ROXAS MEMORIAL PROVINCIAL HOSPITAL
Roxas City, Philippines
June 2003 – June 2004

· Administer therapeutic agents such as heat, electricity, water exercises and massages.
· Administer treatment to the patients promptly and properly as ordered by the Physiatrist.

· Operate various equipments used in the rehabilitation department.

· Handled cases of sports injuries (low back pain, fractures and spinal cord injuries), pediatric cases (cerebral palsy), geriatric patients (Parkinson’s disease, cerebrovascular disease) and other neuromusculoskeletal disease.
Education: 

ST. JUDE COLLGE

March 2003

Bachelor of Science in Physical Therapy

Personal Information:

Date of Birth

:

October 27, 1979

Place of Birth

:

Makati, Philippines

Civil Status

:

Single

Religion

:

Roman Catholic

Nationality

:

Filipino

Languages

:

English, Tagalog
