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                                                         HR Staff/ Nurse/Liaison Officer

                                                Switch Board Operator / Medical Transcriptionist
Objectives: 
To obtain full time position in the field of Administration utilizing great communication skills and expertise in performing secretarial and record-keeping tasks effectively. 

Summary of Qualifications

· More than 2 years of experience as Company Nurse and Human Resource Staff

· Experienced in Training, Interviewing and Facilitating new employees

· Proficiency in MS Office Applications

· Experienced in making reports, writing memos and disciplinary actions;

· Strong intrapersonal and communication skills

· Organizational, creative and risk management skills
· Volunteer experience as nurse

· Experienced in inventory and production 
· Equipped with administration and supervisory skills

· Speaks and writes in English and Filipino
​​​
Summary of Work Experience

· Company Nurse/Human Resource Staff/Liaison Officer: November 2012 – November 2014
Duties / Responsibilities

· Maintaining the rules and regulation implemented by the company to staffs.

· Organizing paper works / reports of the company.

· Communicating to the management for any discrepancies.
· Coordinator/Office Staff: August 2011- August 2012
Nippon Antenna Philippines, Inc.

FCIE, Dasmariñas City Cavite
Duties / Responsibilities

· Coordinating to the main office for reports.
· Conducting and organizing staff orientation and precautions.
· Coordinator/Office Staff: January 2012-February 2012

TAIYO Plastics Corporation Philippines

Gateway Business Park

General Trias, Cavite

Duties / Responsibilities

· Facilitating interviews, trainings and exams among staffs.
· Maintaining and updating the employees’ records.

· Health Worker/ Nurse: May 2010 – September 2010
Dugtong Buhay Foundation

United Nations Avenue,

City of Manila
Duties / Responsibilities

· Providing therapeutic needs of the patient.
· Assisting for independent intervention.
Education

B.S. in Nursing 
North Davao College – Tagum Foundation Incorporated

Apokon Road, Tagum City, Davao del Norte,

Philippines

Associate in Nursing 
Father Saturnino Urios University

J.C. Aquino St., Butuan City,

Agusan del Norte, Philippines
Trainings and Seminars Attended

· Seminar on Precounselling – NDC –TFI , Tagum City
· Leadership and Management – LDS ERS, Bajada, Davao City
· English Enhancement and Career Workshop – LDS ERS, Bajada, Davao City
· Basic Nursing Care – FSUU, Butuan City
· Community Health and Common Disease – Ermita, Manila
· Alien Visa Processing – Nuvali, Sta. Rosa, Laguna
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