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Career Objective 


To employ my knowledge and experience with the intention of securing a professional career with opportunity for challenges and career advancement, while gaining new knowledge, skills and expertise. 

Experience Profile

ASSISTANT PURCHASER /RECEPTIONIST


December 2011 to June 10, 2012

Dar Al Moudah General Trading LLC.


Buhairah Corniche, Sharjah, UAE

· Ensure competent quality execution of all regular purchasing duties and administrative works.

· Maintain complete updated purchasing records and data.

· Execution and monitoring of all regular purchasing duties.

· Handling and monitoring of claims to factories and vendors for defectives, shortage, missing parts.

· Support relevant departments with quotations for the purpose of tenders.

· Coordinate with suppliers to ensure on-time delivery. 

· Responsible for the preparation and process of LPO's and documents in accordance with company policies and procedures. 

· Source, select and negotiate for the best purchase package in terms of quality, price, terms, deliveries and services with suppliers.

· Answering all in and outgoing calls and properly transfer to the concerned person.

· Answering queries with regards to the company.

· Coordinate with other staffs. 

· Ensuring that the reception area is well maintained.

· Coordinate with the driver and courier for the documents that need to send to the supplier and customers.

· Com-file,copy,sort and file records of office activities, business transactions, and other activities.

· Perform other related duties accompanying the work described herein.


SCHOOL NURSE/ADMIN. ASSISTANT


June 1, 2011 to September 27, 2011


Bumble Bee Nursery School




Sharjah, United Arab Emirates

· Answering phone calls from parents and entertain there inquiry about their children.

· Filling all the necessary documents for the students most especially their medical records and personal information data.

· Coordinates with the staff regarding the weekly and monthly activities. 

· Inform parents regarding the the progress of the child in class performance for each month.

· Send all the necessary papers for the parents like daily work sheet, activity book and monthly assessment test for each subject. 

             School Nurse





April 28, 2010 to September 27, 2011

             Bumble Bee Nursery School




Sharjah, United Arab Emirates  

· Taking detailed health record of every student like immunization record, allergy, and other health concern record of every student.

· Taking temperature of every student every day and checked if there is any health problem.

· Giving detailed report to the Doctor if the students have medical condition that requires bringing it to the hospital for further check up.

· Checking the entire stock needed in nursery most especially the medicines.

· Filing all necessary documents for the students most especially their medical records and personal information data.

· Coordinates with all the staff in regards of giving the right and appropriate care for all the students.

· Make sure that if anything happen to the children notify their parents or the Nursery Administrator immediately. 

· Perform other related duties accompanying the work described herein.

PART-TIME DATA ENTRY/WEBSITE MAINTENANCE 

April 2, 2010 to February, 2011

Albert Gifts Me Online Shopping Network


Sharjah, United Arab Emirates

· Make sure that the data which are feeding into the system is valid and correct before actually proceed.

· Make some research of new information related to the product.

· Review the website from time to time for update of product information.

· Reviewing data for errors, resolving inconsistencies by using standard data entry procedures, and requesting further information from website owner for documents that are deemed incomplete.

· Make sure that the deadline is meet with full information added to the web is complete and correct.

CLINICAL SECRETARY/RECEPTIONIST


February 2008 to June 2008

Little Angel Pediatric Clinic                              


Daet Camarines Norte, Philippines

· Calls for patient in main waiting area and direct them accordingly within the clinic. 

· Check patients out when appointment ends, schedule follow up appointments as requested. 

· Perform medical reception duties as needed including answering telephones, screening calls, taking messages and providing information.

· Calls patients who missed appointments to reschedule 

· Various clerical duties including copying, faxing and scanning and filing patient documents.

CLINICAL STAFF



    

 April 2007 to November 2007

St. Jude Primary Hospital                                

 
 Labo Camarines Norte, Philippines

· Taking detailed medical histories and performs complete physical examinations.

· Treating common medical conditions, illness and injuries.

· Assists in coordination and participates in delivery of patient care ensuring compliance with physician’s orders and established policies and procedures.

· Performs assigned duties and activities as necessary.

· Interacts with patients / their relatives to provide instructions, promote participation in patient care and to coordinate nursing activities with family plans.

· Helps in maintaining patient records, reports, statistics for administrative purposes; assists with monitoring compliance with established hospital policies, procedures, objectives, quality assurance, safety, environmental and infection control.

· As a member of a nursing staff, provides emergency first aid to patients and refers and escorts patients who need further treatment.

      Education

Bachelor of Science in Nursing                                                     2003-2007                                                            

Our Lady of Lourdes College Foundation

Daet, Camarines Norte

Associate in Health Science Education                                       2001-2002                                                                    

Our Lady of Lourdes College Foundation

Daet, Camarines Norte 


       Affiliations

Government Hospitals

· National Orthopaedic Centre and Rehabilitation Hospital  - Manila, Philippines

· National Kidney and Transplant Institute – Manila, Philippines

· Philippine Children’s Medical Centre – Manila, Philippines

· Camarines Norte Provincial Hospital – Daet, Camarines Norte, Philippines

· San Lazaro Hospital (Government Hosp. for Communicable Diseases)  - Manila, Philippines

         Private Hospital

· Our Lady Lourdes Private Hospital – Daet, Camarines Norte, Philippines

Knowledge, Skills and Abilities

· Follow company or institution policies, procedures and services.

· Computer based programs such as 

· Windows, Linux

· MS Office Applications (Word, Excel, Power Point, Outlook)

· Email Writing

· Other related computer works 

· Time Management and organizational skills.

· Can operate various office machine like fax, printer, scanner, and photo copying machine. 

Skill to:

· Exhibit a positive attitude.

· Demonstrate proper telephone etiquette skills.

· Adaptable and works well under pressure to achieve goals.

· Trustworthy, loyal, determined and highly focused.

Abilities:

· Fast learner, capable of working under minimum supervision and can work under pressure and willing to be trained.

· Trustworthy, capable of keeping confidential matter.

· Willing to accept suggestion and criticisms on a positive level. 

Personal Data






Date of Birth: November 14, 1982




Marital Status: Single

          




Nationality: Filipino







Religion: Christian







