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Position Desire: Secretary cum Receptionist/ Staff Nurse 
OBJECTIVE:

To join an institution where my knowledge and expertise would be utilized most 
                              
EMPLOYMENT HISTORY:

            

Davao Medical Center, Philippines (Government Hospital)
Staff Nurse – January 13, 2010 up to present
· writing patient care plans;

· implementing plans through tasks such as preparing patients for operations, wound treatment and monitoring pulse, blood pressure and temperature;

· observing and recording the condition of patients;

· checking and administering drugs and injections;

· setting up drips and blood transfusions;

· assisting with tests and evaluations;

· carrying out routine investigations;

· responding quickly to emergencies;

· planning discharges from hospital and liaising with community nurses, GPs and social workers;

· communicating with and relieving the anxiety of patients and their relatives;

· advocating on behalf of patients;

· educating patients about their health;

· organizing staff and prioritizing busy workloads;

· mentoring student and junior nurses;

· maintaining patient records;

· making ethical decisions related to consent and confidentiality                             

                                                        
Dela Rosa Psychiatric Clinic and Rehabilitation Inc.

Staff Nurse -  June 22, 2009 – January 5, 2010
· Possesses the specialized knowledge and clinical skills necessary to provide care for people with physical disability and chronic illness 

· Coordinates educational activities and uses appropriate resources to develop and implement an individualized teaching and discharge plan with clients and their families 

· Performs hands-on nursing care by utilizing the nursing process to achieve quality outcomes for clients 

· Provides direction and supervision of ancillary nursing personnel, demonstrates professional judgment, uses problem solving techniques and time-management principles, and delegates appropriately 

· Coordinates nursing care activities in collaboration with other members of the interdisciplinary rehabilitation team to facilitate achievement of overall goals 

· Demonstrates effective oral and written communication skills to develop a rapport with clients, their families, and health team members and to ensure the fulfillment of requirements for legal documentation and reimbursement 

· Acts as a resource and a role model for nursing staff and students and participates in activities such as nursing committees and professional organizations that promote the improvement of nursing care and the advancement of professional rehabilitation nursing 

· Applies nursing research to clinical practice and participates in nursing research studies 
· Performs all other duties as assigned.
Davao Medical Foundation Hospital, Philippines
Medical Secretary / Receptionist - November 05, 2007 to May 22, 2009

· Arranges for efficient and orderly checking in and out of patients, registering patients in the computer ensuring that accurate information is collected and patients are made aware of office policies. 
· Triages all incoming telephone calls and routes to appropriate persons. 
· Schedules all appointments, collects payments, enters charges, and issues receipts. 
· Provide referrals and maintains smooth operations of all front desk activities at all times. 
· Recording medical charts, reports, and correspondence.
· Receive and route messages and documents such as laboratory results to appropriate staff.
· Greet visitors, ascertain purpose of visit, and direct them to appropriate staff.
· Interview patients in order to complete documents, case histories, and forms such as intake and insurance forms.
· Operate office equipment such as voice mail messaging systems, and use word processing, spreadsheet, and other software applications to prepare reports, invoices, financial statements, letters, case histories and medical records.
· Transmit correspondence and medical records by mail, e-mail, or fax.
· Perform various clerical and administrative functions, such as ordering and maintaining an inventory of supplies.
· Secretarial Jobs.
New Day Recovery Center

Psychiatric Nurse/ Staff Nurse - September 18, 2006 to October 23, 2007 

· Provides case management and brief intervention of mental health and/or chemically dependent patients of all ages.  

· Coordinates patient care with other care providers to provide required health care as effectively as possible.  
· Serve as a patient guide and advocate by assisting patients in seeking information and assuring the patient receive a wide range of health care services. 

· Follow up on all referrals from mental health and other providers based on a priority, intensity, and timeliness policy. Performs nursing assessments, conduct systematic and on-going measurement of the patient's progress toward the desired outcomes and the components of the case management process. 

· The nurse will determine if the clinical goals have been achieved and/or make adjustments to the treatment plan such as transitioning of patient to the appropriate level of care needed. 

· Develop treatment plans in collaboration with the provider such as medications, follow up, self help, and involving family in care
· Perform clinical procedures such as administering medications through intramuscular injections as prescribed by psychiatrist, and taking vital signs. Provide counseling, teaching, and required educational services to patients including family members or groups on ways to improve or maintain their health status. 

· Assist tribal and community programs with the planning, development and evaluation of their own health programs by providing consultation or psychiatric training, etc. 
· Collaborate and coordinate appointments, placements, procedures, medications, and transportation for patients with other facilities 
· Facilitate and link patient with necessary programs and resources. Develops nursing policies and procedures for mental health care. 

· Provide teaching to patients and family on medication, treatment, side effects and therapeutic effects. 

· Maintain records and organize data for reports on the psych program including demographics, clinical information, and treatment interventions.

·  Documentation of patient contacts, daily activities, and quality assurance. 
· Performs other duties as assigned.

 
New Day Recovery Center

 Staff Nurse - July 15, 2006 to September 11, 2006     

                                                               
· Assist in the documentation including information gathering for the patients or residents admission;
·  Assist and facilitate the standard operation procedures on a new admission
· Provide nursing services to the patients including assistance for ADL, taking their meals and snacks and arranging their beddings;
·  Facilitating the occupational therapy;
· Assist in the administration of medicine to patients and residents;
·  Help carry out doctors order when there’s any; 
·  help maintain the chart of every patient;
·  Facilitate indoor games and other therapeutic activities for the patients;
·  assist in briefing the nursing student’s affiliates and endorse properly the patient’s for their care or study
· help in the constant check up of the heath condition of every patient and refer patient’s condition to the nursing care on duty
· help conduct drug test for existing and would be residents and assist the drug treatment program in preparing the chart for admission of incoming resident; and     perform other functions and duties as maybe required by the medical director or administrator    
· Ensures efficient and coordinated clinic flow by coordinating and planning clinic activities; communicates patient’s needs; makes referrals; serves as a resource person of insurance information. 
· Delivers direct patient care; assesses patients physical, psychosocial and/or emotional needs; provides patient and family teaching; triages patients and informs physician of patient status; responds to phone messages from patients and informs physicians as needed; orders supplies; stocks and maintains patient’s rooms; sterilizes instruments. 
· Administers medications as assigned; serves as a resource person for knowledge of medication uses, side effects, and dosage; checks for proper medication order; documents medications; obtains required consent forms to administer immunizations; notifies pharmacies of physician approved prescriptions; reviews drug samples to insure they have not exceeded the expiration date; labels sample drugs and educates patients of medication administration. 
· Performs other duties as assigned.

 EDUCATIONAL  ATTAINMENT
 

       Bachelor of Science in Nursing, Davao Doctors  College   


Tertiary – 2002  - 2007
      Davao City National High School


Secondary -  1998 – 2002  
      Kapitan Tomas Monteverde Sr. Central Elem School


 Elementary   - 1993 – 1998  
 SKILLS AND ORIENTATION
    Computer: Familiarity with Microsoft Word, Excel and Power Point
    Good Training in time management leadership
    Good at coordinating work on time performance
    Comfortable in any environment and be with professionals
     Be able to handle pressures and knows how to deal with it
     Ability to maintain confidentiality 
     Ability to receive telephone inquiries in a tactful, helpful manner 

     Ability to respond to emergency situations and unpleasant elements 
    Customer service skills

PERSONAL PROFILE
· Age: 25 years old                             
· Sex: Female                                      

· Height: 5’1”
· Birthday: February 09, 1985         
· Civil Status: Single                          

· Nationality: Filipino
· Language Proficiency: English
  
 
 
  
 
 
