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To be able to work efficiently in an environment conducive for personal and professional development.

Philippine National Red Cross

Secretariat:
Job description

  Knowledge of office practices and procedures; business correspondence;    

    recordkeeping systems; office machine operation; English grammar 

    including usage and composition; telephone etiquette. 

  Ability to perform receptionist and other related clerical tasks. 

  Strong ability to exercise judgment and tact in dealing with the public and 

   other employees. 

  Excellent ability to work under minimal supervision and prioritize work. 

  In-depth ability to clearly explain policies, procedures and regulations. 

  Remarkable ability to identify and correct errors in English usage, sentence 

   structure and punctuation. 

  Profound ability to provide direction to other clerical personnel. 

  Strong ability to work with a variety of people. 

  Remarkable ability to speak and understand the English language. 

  Proven ability to take and record dictation for letters, reports, and other 

   correspondence and to transcribe these notes into finished copy, depending     

   upon position. 

  In-depth ability to type correspondence and other documents in a variety of 

   formats on a typewriter or personal computer from clear copy or rough 

   drafts. 

  Uncommon ability to successfully pass various performance tests 

   appropriate to position. 

  Ability to use word processing equipment and/or software 

   applications on personal computer.  

  Profound ability to maintain physical condition appropriate to the 

   performance of assigned duties and responsibilities which may include 

   sitting for extended periods of time and operating assigned office 

   equipment. 

  Immense ability to communicate with others and to assimilate and 

   understand information, in a manner consistent with the essential job 

   functions. 

  Strong ability to operate assigned equipment.

  Enviable ability to make sound decisions in a manner consistent with the 

   essential job functions.

Chapter Youth Council President

- Philippine National Red Cross (January 2004-January     

  2006)

Job Description:
· Works in outreach programs

· Designates and facilitates the different school volunteers

· Do trainings and assist in programs

· Attends meetings with the Board of Directors

· Attends Seminars and Conventions


Liceo de Cagayan University
     Bachelor of Science in Nursing

May 2007 

Davao Christian High School            Secondary Education


March 2003

Davao Christian High School 

  Primary Education


March 1999



· Nursing Licensure Exam passer, June 2008
· Knowledgeable in Microsoft Office applications (Word, Excel, PowerPoint)

· Good oral and written communication skills

· Diligent and Assertive
· Very much  willing to undergo training

· Fluent in English, Filipino, Chinese, Visayan 

Age:

23
Birthdate:
April 24, 1986
Birthplace:
Cagayan de Oro City 
Citizenship:
Filipino

Status:

Single

Sex:

Female

Height:

5’1”

Weight:
68 kg

· Philippine Nurses Association

November 25, 2007           Success Training Seminar (Herbalife Company) Pearlmont 
                                            Inn, CDO 

July 4 – Aug.7, 2008          Finishing Course for Call Center Agents (Trainee) 
                                           Pilgrim Christian College, CDO
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