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 (On UAE Visit Visa) 

	Qualification
	Fourteen  years  of  general  clerical  and  secretarial  experience,

	
	experiences sustained a wide coverage of assistance and provide

	
	complete  support  for  all  office  activities.  Very  well  skilled  in

	
	computer operation and use of other software application i.e.,

	
	Microsoft Office, oracle and hospital IBM mainframe, with typing

	
	speed of 60 wpm. Ability to browse and research through the web

	
	of latest advances in information technology.

	
	Independent worker, can work under pressure and meets deadline

	
	with  accuracy,  with  knowledge  in  mechanical  drafting  and

	
	technical documentation. Good communication skills. Presentable,

	
	organize and adhere proper work ethics. Fast learner and can

	
	easily  adopt  new  ideas  and  environment.  Self-starting,  tactful,

	
	reliable, patient can handle confidential issues. Possesses a good

	
	harmonious interpersonal relation with colleagues.


Skill
  Excellent Organizational Skills
· Administrative Writing Skills 
· Reporting Skills 
· Supply Management Scheduling 
· Strong Customer Relations Skills 
· Computer Proficiency 
· Data Entry 
· Typing Speed of 60 wpm 
Work Experience Hospital Assistant I (Medical Secretary) April 2004 to April 2013
· Responsible for Residency and Fellowship Training Programs. 
· Responsible for ORL Department’s weekly academic activities. 
· Responsible for ORL Department’s standardization of supplies and equipment prior to Oracle entry. 
· Types memos, abstracts, manuscripts, research protocols, power point presentation, business and medical letters and other related correspondences in a timely manner. 
· Creates pdf copies of manuscripts and other files used for submission to local and international peer-reviewed journal company. 
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· Managing diaries and making appointments for ORL Physicians. 
· Participates in International and National Symposiums and Workshops. 
· Booking of audiovisual rooms/auditoriums for Department use intended for International/National Symposiums, Conferences and Workshops. 
· Arrange travel itineraries for ORL staff and invited international and national speakers during Symposiums and conferences. 
· Organise and attend meetings of directors and shareholders, including 
sending out notices, preparing agendas and compiling minutes 
· Take minutes of monthly Departmental, section and committee meetings. 
· Covers the Senior Hospital Assistant (secretary of the Department Chairman) during leave holiday and on other occasion, as needed. 
· Maintaining quality filing systems. 
· Answering phone calls and queries. 
· Using of various computer packages and applications – Microsoft office, oracle and Hospital’s IBM Mainframe. 
· Prepares oracle leave request (annual leaves, business and/or professional leaves) for physicians and other ORL staff, as required. 
· Responsible for the preparation of physicians annual re-contracting package. 
· Assist in re-privileging of physicians. 
· Encodes on-call schedule of consultants, assistant consultant, fellows and residents. 
· Assists in the recruitment of staff and coordinates with Employment to facilitate processing. 
· Files personal and business letters, slides, medical reports, abstracts, manuscripts and CVs. These assignments will be performed as time allows. Business items have priority. 
Secretary, QA/QC Department (Head Office) January 2002 to December 2002
Metals Services Co. Ltd. (formerly Al-Joaib Company) PO Box 12290, Dammam 31473, Saudi Arabia
· Handled all word processing and typing. 
· Entered data for reports, production items, shipping, and inventory. 
· Maintains computerized inventory of all parts, supplies, and products. 
· Helped plan and organize company functions. 
· Answered the telephone and represented the company in a professional and business-like manner. 
Secretary, QA/QC Department
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63 Gas Well Heads to Hawiyah – Haradh Khuff Gas Manifolds July 1999 to December 2001
Metals Services Co. Ltd. (formerly Al-Joaib Company) PO Box 12290, Dammam 31473, Saudi Arabia
· Responsible for controlling QA/QC Department project documentation, collation of Quality Control files and materials (i. e. radiographic films, radiographic tests results, dye penetrant and magnetic particle tests results). 
· Schedule concrete pouring activities and civil testing inspection to subcontractors. 
· Specify request for inspection (RFI) from mechanical, civil, electrical and instrumentation. 
· Receives work permit prior to any jobsite activities (hot work, cold work, confined space and releases). 
· Preparation of welder’s job clearance card and coordinate with the client’s representative for latter’s approval. 
· Preparation and compilation of daily welding production activity log and radiographic report. 
· Compilation of comprehensive documentation package for client’s hand over. 
Project Secretary
Tie-in UTMN 1409, 1410 and Jumpovers, 554 Trunkline to Uthmaniyah GOSP-2
February 1999 to July 1999
Metals Services Co. Ltd. (formerly Al-Joaib Company) PO Box 12290, Dammam 31473, Saudi Arabia
· Duties and responsibilities includes compilation of all project documentation generated from construction, quality assurance and administration department. 
· Responsible for scheduling and preparation of Saudi Aramco ID applications forms. 
· Daily accretion of construction progress report to incorporate in the weekly minutes of meeting, monitoring of all manpower, vehicles and equipment being utilized in the project and prepare weekly report for submission to the head office. 
· Deals with the client on a daily basis concerning preparation and compilation of project reports and hand-over documents. 
Project Secretary
Haradh F/L 153, 156, 157, 161 and 10” TST/L to Haradh GOSP-1 July 1998 to February 1999
Metals Services Co. Ltd. (formerly Al-Joaib Company) PO Box 12290, Dammam 31473, Saudi Arabia
· Worked as a secretary based in Abqaiq fabrication/laydown yard, work includes monitoring of 
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fabricated spools, equipment and materials being transported to the jobsite.
· Arrange/designate transportation to personnel transferring to another project/jobsite and personnel going on vacation. 
· Prepares weekly submittal of manpower and vehicle/equipment utilization report to the head office as well as preparation of weekly minutes of meeting. 
· Attends phone calls and report office transactions directly to the project manager. 
· Monitors expiration of employees’ resident ID (iqama), travel permit, and Saudi Aramco IDs and vehicle/equipment sticker. 
· Coordinates with the client’s representative on day to day basis and preparation of call-off order and coordinated with the sub-contractors prior to concrete pouring and non-destructive testing activities. 
Draftsman
SSSP-ABV Rock Riyadh Site 1 Project; 10” Twin Supply Pipelines to
Saudi Aramco Refinery September 1997 to February 1998
Metals Services Co. Ltd. (formerly Al-Joaib Company) PO Box 12290, Dammam 31473, Saudi Arabia
· Worked for six months as draftsman trainee under QA/QC Department. Work includes drafting of as-built plans and documents, isometric piping layout, weld maps and valves hydrotest layout. 
· Preparation and systematic compilation of QC documentation. 
	Education
	Primary
	
	

	
	Juan Sumulong Elementary School
	1983-1988
	

	
	Antipolo City, Philippines
	
	

	
	Secondary
	
	

	
	Don Bosco Technical College
	1988-1991
	

	
	Mandaluyong City, Philippines
	
	

	
	
	
	

	
	Greenville College
	1991-1992
	

	
	
	
	

	
	Greenpark Village, Pasig, Metro Manila, Philippines
	
	

	
	Computer Programming and Operations I
	
	

	
	Systems Technology Institute (STI) College
	1993
	

	
	
	
	

	
	Cubao, Quezon City, Philippines
	
	

	
	Industrial Technician Course in Electronics Technology
	
	

	
	Don Bosco Technical College
	1994-1995
	

	
	Mandaluyong City, Philippines
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	Personal
	Married with four children
	

	Information
	Filipino Citizen
	

	
	Born on 24 October 1976
	

	
	Proficient in written and spoken English and Filipino
	

	Trainings Attended
	  Employee’s Continuing Fire and Safety Training, King Faisal
	

	
	Specialist Hospital and Research Centre, Riyadh, Saudi
	

	
	Arabia, May 2004
	

	
	  Service Plus Healthcare Training, King Faisal Specialist
	

	
	Hospital and Research Centre, Riyadh, Saudi Arabia, August
	

	
	2004
	

	
	  Oracle Application Course 1, King Faisal Specialist Hospital
	

	
	and Research Centre, Riyadh, Saudi Arabia, July 2005
	

	
	  Quality Day 2005 “Proud of Our Performance”, King Faisal
	

	
	Specialist Hospital and Research Centre, Riyadh, Saudi
	

	
	Arabia, October 2005
	

	
	  Employee’s Continuing Fire and Safety Training, King Faisal
	

	
	Specialist Hospital and Research Centre, Riyadh, Saudi
	

	
	Arabia, November 2005
	

	
	  Quality Day 2006 “Safety for All”, King Faisal Specialist
	

	
	Hospital and Research Centre, Riyadh, Saudi Arabia,
	

	
	November 2006
	

	
	  Achieving Service Excellence, Physician Online-Learning
	

	
	Module, King Faisal Specialist Hospital and Research Centre,
	

	
	Riyadh, Saudi Arabia, January 2007
	

	
	  Quality Day 2009 “Patient First – Excellence Always”, King
	

	
	Faisal Specialist Hospital and Research Centre, Riyadh,
	

	
	Saudi Arabia, October 2009
	

	
	  KFSH&RC-Blom Singer Training, Department of
	

	
	Otolaryngology, Head and Neck Surgery and
	

	
	Communication Sciences, King Faisal Specialist Hospital and
	

	
	Research Centre, Riyadh, Saudi Arabia, December 2011
	

	
	  Employee’s Continuing Fire and Safety Training, King Faisal
	

	
	Specialist Hospital and Research Centre, Riyadh, Saudi
	

	
	Arabia, 22 January 2012
	

	Conferences
	  International Laryngeal and Tracheal Surgery Symposium,
	

	and
	King Faisal Specialist Hospital and Research Centre, Riyadh,
	

	Workshops
	Saudi Arabia, 8-10 February 2005
	

	
	  Riyadh ENT Journal Club Meeting, King Faisal Specialist
	

	Participated
	
	

	
	Hospital and Research Centre, Riyadh, Saudi Arabia, 28
	

	
	
	

	
	September 2005
	

	
	  Riyadh ENT Journal Club Meeting, King Faisal Specialist
	

	
	Hospital and Research Centre, Riyadh, Saudi Arabia, 25
	

	
	January 2006
	

	
	  Skull Base Surgery International Symposium, King Faisal
	

	
	Specialist Hospital and Research Centre, Riyadh, Saudi
	

	
	Arabia, 28-30 January 2006
	

	
	  Riyadh ENT Journal Club Meeting, King Faisal Specialist
	

	
	Hospital and Research Centre, Riyadh, Saudi Arabia, 29
	

	
	March 2006
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· Advanced Temporal Bone Workshop and Live Surgery, King Faisal Specialist Hospital and Research Centre, Riyadh, Saudi Arabia, 22-26 April 2006 
· Voice Prosthesis Placement Workshop, King Faisal Specialist Hospital and Research Centre, Riyadh, Saudi Arabia, 16-17 February 2008 
· Tracheo Esophageal Prosthetic Device Workshop, King Faisal Specialist Hospital and Research Centre, Riyadh, Saudi Arabia, 14-15 July 2010 
References
Furnish on request.
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