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CAREER OBJECTIVE:


To be able to work in an institution as a nurse or as an Administrative Associate, which will give me the opportunity to be trained, where my knowledge and skills can be practiced and further be developed.
WORK EXPERIENCE:
Volunteer Nurse in Ricardo P. Rodriguez Memorial Hospital, Bulaon San Fernando Pampanga, Philippines
(March 22, 2015- May 22, 2015)
JOB DESCRIPTION:
· Maintain accurate, detailed reports and records.

·  Monitor, record and report symptoms and changes in patients' conditions.

· Record patients' medical information and vital signs.

· Modify patient treatment plans as indicated by patients' responses and conditions.

· Consult and coordinate with health care team members to assess, plan, implement and evaluate patient care plans.

Sales Admin Associate, Laus Group of Companies, San Fernando Pampanga, Philippines
(March 2013– March 2015)
JOB DESCRIPTION:
· Responsible for the incoming calls and outgoing long distance calls.
· Records/logs phone calls in preparation for the monthly billing.
· Issues, monitors and receives Delivery Receipt, Receiving Report (office supplies only), Transmittal Receipts and Purchase Order.
· Submits all complete documents to the Finance Department.
· Takes and files minutes of meetings as assigned and performs secretarial tasks for the Unit Head of Tire City San Fernando.
· Organizes and maintains all administrative files.  
· Coordinates with various LGC Departments as requested.
· Checks the general housekeeping of the station and calls the attention of utility personnel if needed.
· Performs other related duties that may arise from time to time.
Community Health Nurse in City Health Office, San Fernando, Pampanga, Philippines
(June 2012- December 31, 2012)
JOB DESCRIPTION:
· Instructs individuals and families in health education disease prevention in community health agency.
· Visits homes to define patient family needs, develops plan to meet needs and provides nursing services.
· Instructs family in care & rehabilitation of patient and in maintenance of health prevention of disease for family members.
· Gives treatments to patient following physicians instructions.
· Assists community members and health field personnel to assess, plan for, and provide needed health related services.
· Refers patients with social emotional problems to other community agencies for assistance.
· Teaches home nursing, maternal and child care, and other subjects related to individual community welfare.
· Participates in programs to safeguard health of children, including child health conferences, school health, group instruction for parents, and immunization programs.
· Cooperates with families, community agencies, and medical personnel to arrange for convalescent rehabilitative care of sick or injured persons.
Staff Nurse in Healthway Medical Alabang, Muntinlupa City, Philippines
(August 2008 - August 2010)
JOB DESPCRIPTION:
· Prepares all consultation rooms

a. Checks for the completeness of supplies needed by the doctors

b. Ensures the cleanliness and orderliness of the consultation areas
· Accomplishes daily checklist of equipment / reports defective equipment/instrument to Admin. Assistant for immediate repair
· Ensures that all clinic supplies/forms needed for the day are completely filled up
· Makes sure that endorsement log book is read every day to keep you updated of the clinic procedures/situations
· Receives patients, checks charts if all data are completely filled up
· Establishes rapport to gain patient's trust, confidence and cooperation
· Assesses patient's condition, including vital signs, and chief complaints
· Prioritizes patient's needs
· Ensures that results of all laboratory/diagnostic exams requested by the attending physicians are available in the database
· Queues patients properly to the doctors and appropriate service areas
· Directs patients and assists doctors during examination/procedure as needed
· Carries out doctors orders
· Seeks approval from contracted parties (HMOs, and corporate accounts) for procedures or laboratory/diagnostic examinations as stipulated in said contracts
· Gives instruction regarding preparation for the approved procedures/laboratory examinations
· Conducts health teachings based on patients medications, diet and others
· Performs other diagnostic procedures (ECG, TMST, Spirometry, Holter Monitoring, Audiometry)
· Patient's scheduled for operation:

Receives patient and prepares needed charge slip or HMO with approval code

Takes the patient's vital signs

Accompanies patient to operating room and endorses to OR Nurse.
· Monitors clinic supplies
· Attends regular staff meeting
· Submits reports as required by Clinic Officer, Clinic Manager, Admin. Assistant and QA Manager
· Maintains cleanliness and orderliness of the working area including the consultation rooms of all doctors at all times
· Maintains strictest confidentiality
· Participates in a monthly staff development program
· Ensures that Preventive Maintenance Service are regularly conducted on all machine/equipment used
· Performs other related tasks assigned by the Clinic Officer / Clinic Manager from time to time.
EDUCATIONAL BACKGROUND:
College: 
University of the Assumption


City of San Fernando, Pampanga


Bachelor of Science in Nursing


2002-2006
Secondary: 
Saint Nichols Academy


Macabebe, Pampanga


1996-2000
Elementary: Saint Nichols Academy


Macabebe, Pampanga


1990-1996
SKILLS:
Basic Nursing Procedures
Basic Life Support 
Basic I.V. Therapy
Basic First Aid 
Computer Literacy on MS Word, Excel, Powerpoint
Multi-tasking
PERSONAL INFORMATION:
Age

: 32 years old
Birthday
: February 20, 1983
Sex

: Female
Height
: 5’ 3’’

Weight
: 114 lbs
Civil Status
: Single
Citizenship
: Filipino
Religion
: Roman Catholic
Language 
: English, Tagalog 
ORGANIZATIONS:
Philippine Nurses Association (PNA)
Member
Association of Nursing Service Administrators of the Philippines (ANSAP)
Member
SEMINARS ATTENDED:
Professional: 
Basic Life Support 
BLS for Healthcare Providers Course
(American Heart Association)
Quezon City, Philippines
May 14, 2015 
Basic Intravenous Therapy Training
(ANSAP)
V.L. Makabali Memorial Hospital Inc.
City of San Fernando, Pampanga
April 18-20, 2012
College Years:
Leadership Training
Pro-Life
First Aid and Basic Life Support
Stress Management
Student Development
Career Planning and Pathing
Personality Development
Acquired Immunodeficiency Syndrome (AIDS)
