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· To obtain a responsible and challenging position that will utilize my education and experience, expand my knowledge and other opportunities for my professional development while being part of the company’s growth for the greater interest of the company and me.


Associate in Health Science Education
                        Lipa City Colleges
March 24, 2004             




G.A Solis St., Lipa City

Medical Secretary/Billing/Finance Officer

Lipa Doctors’ Hospital
November 03, 2013 to Aug. 30 2015                         J.P Rizal St., Lipa City Batangas, Philippines                                 
	· Encoding all sales transaction and deliveries.
· Arranging the employee’s health insurance and paying monthly contribution.
· Responsible of receiving and transferring calls inquiries and other general office and administrational office duties.
· Help contribute to the safety of the organization by screening calls                                  

· Assessing visitors before endorsing to company officers
· Ensure account receivables and payables activity are performed accurately and timely
· Ensure that financial transactions are properly  updated and recorded
· Manage the preparation of balance sheets, income statement, expense report etc.

·  Identify and resolve invoicing issues.

	Secretary                                                                    Jet Best   Multiline Corp.       
April 10,2007 to July 07, 2009                          Marawoy Lipa City  Batangas, Philippines                                                                                                                                                                                  

· Inventory the stocks on the selling area.
· Responsible of receiving and transferring calls inquiries and other general office and administrational office duties.
· Answering the phone calls, Maintaining Diaries, Taking messages.
· Does other related function that are assigned from time to time.


	

	Checker
                                                      Meridien Business Leader Inc.

     
Jan. 20, 2004 to Jan. 30, 2007                            S.M. Lipa  Ayala City Batangas, Philippines    







	· Check out items for customers
· Greet patrons.

· Sell goods and services

	· Responsible for checking all consummated sales transactions based on established systems and procedures.
· Responsible for selling goods or services at a business.
· Checks out customers, scans items, answering questions, handles warranty information and provides a receipt.
· Provide information for customers who have problems or questions.
· Establish or identify prices of goods, services or admission and stabulate bills using calculators, cash register or optical price scanners.
· Know products and weekly ad items.


	

	

	



· A computer literate; proficient in Microsoft Office, Excel, Power point etc.

· Having enhanced leadership and customer service skills.
· Excellent in interpersonal communication.
· Innovative thinker and dedicated to professionalism.
· Demonstrates work flexibility, accuracy and efficiency.
· Possesses standard work ethics.
· Dynamic personality that inspire people to want to work for me.
· Fast learner, willing to learn and grow.
· Knowledgeable in Logistics activity and rules.


Birth date:

 
July 06, 1984
Birth place:


Pasig City Philippines
Civil Status:

Married
Citizenship:

Filipino
Religion:


Roman Catholic
Height:


5’4”
Language Spoken:

Filipino and English
Visa Status: 
Tourist Visa
Visa Expiration:

Oct. 30, 2015

Available upon request

           I hereby certify that the above information presented are true and correct to the best of my knowledge.
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