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AILEEN TOLENTINO OCAMPO

Bachelor of Science in Psychology
	Current Address
	: Flower tower, Flat 204, Bu Danig, Sharjah, United Arab Emirates

	Mobile No.
	: +971 56 207 7805/ +971 56 347 3890
	

	Email Address
	: ocampo_aileenj@yahoo.com
	
	

	Passport No.
	: XX4201645
	
	
	

	Place of Issue
	: DFA Consular Office, Pampanga, Philippines

	Issue Date
	: May 16, 2014
	
	
	

	Expiration Date
	: May 15, 2019
	
	
	

	Visa Status
	: Employment
	
	
	

	
	
	
	

	Personal Profile:
	
	
	

	
	Age
	:
	30 years old

	
	Date of Birth
	:
	June 02, 1986

	
	Gender
	:
	Female

	
	Civil Status
	:
	Single

	
	Nationality
	:
	Filipino

	Highest Educational Attainment:
	
	
	

	
	2003 – 2007
	:
	Angeles University Foundation

	
	
	
	Bachelor of Science in Psychology

	
	
	
	Angeles City, Pampanga, Philippines

	
	1999 – 2003
	:
	Jose C. Feliciano College

	
	
	
	Angeles City, Pampanga, Philippines

	
	
	
	Secondary Level

	
	
	

	
	
	

	Objective:
	To acquire a challenging career with a solid company utilizing the opportunity to offer proven and

	
	developing skills within the company.

	Qualification:
	
	
	
	

	
	Hard- worker who earns trust and respect by maintaining honesty as my best policy in life

	
	Able to work well in both team-based environments and self-managed projects

	
	Proficient in Microsoft Word, Excel, Power Point, and Internet Applications

	
	Good communication skills
	
	
	

	Work Experience:
	
	
	

	
	February 2015- Present
	
	Office Administrator cum Operations Assistant

	
	
	
	International Inspection Services LTD- Dubai

	
	
	
	Emirates Industrial City, Sajja

	
	
	
	Sharjah, UAE

	
	August 2014- January 2015
	Receptionist

	
	
	
	International Inspection Services LTD- Abu Dhabi


Room #1, Mezzanine  floor., Plot C-160, ME-09
Mohammad Bin Zayed, Mussaffah, Abu Dhabi, UAE


July 2012- July 2014
Customer Service Executive
Aster Medical Centre (Al Rafa Medical Centre)
Hamdan, Abu Dhabi, UAE
August 2010 – April 2012
Personnel Asst./Executive Secretary
FRP Composite Int’l. Corporation
CFZ, Angeles City, Pampanga, Philippines
September 2009 – August 2010
HR Personnel/ Executive Secretary
EVR Vet Options Corp./Angeles Pet Care Centre
Dau, Mabalacat, Pampanga, Philippines
January 2008- June 2009
HR Personnel/ Executive Secretary
Ideal Fashion Inc.
CFZ, Angeles City, Pampanga, Philippines
June- November 2007
Personnel Assistant
Star Appliance Centre
San Fernando, Pampanga, Philippines
Responsibilities:
HR Executive/ Personnel Assistant
· Conduct initial interview 
· Conduct and score Psych Ability Test 
· Conduct orientation for newly hired employees 
· Prepare employee contract 
· Monitor of attendance (daily and monthly) 
· Process Payroll 
· Prepare and submit employees government benefits 
· File and sort employees contract 
· Prepare memorandums 
· Tabulating employees Monthly Assessment 
· Prepared disciplinary action 
· Maintain 201 files updated 
Executive Secretary

· Prepare Monthly Trip Schedule for CEO and company guests 
· Hotel booking/ Transportation (CEO and guests) 
· Provide all the needs of the guests and CEO 
· Processed company’s permit such as Permit to Operate, Sanitary and Building Permit 
· Prepare daily cash flow and maintaining Petty Cash balance 
Customer Service Executive

· To greet, attend to and ensure customer satisfaction to every patient coming to the respective counter/ reception 
· To handle all internal and external telephone calls with courtesy and promptness 
· To schedule and coordinate appointments of all Doctors in the respective counter 
· To enquire from the patient, details regarding first visit or follow up, name of the Doctor for consultation and whether the patient is covered by in insurance 
· To feed in OP visit entry details into the computer and ensure that the patient is made comfortable in the waiting area 
· To inform the patient the approximate time of waiting before the consultation 
· To enter the online requisition for the patient’s files to the Medical Records room 
· To inform the patient regarding follow up dates, if any, specified by the Doctor after the consultation 
· To complete billing procedures/ insurance formalities and inform the patient the total bill 
· To obtain the approval of the concerned Doctor if the patient request for a 
discount and ensure the signature of the Doctor on the discount form


· To hand over the bill to the patient and request the patient to make the payment 
· Support cash handling at peripheral counter when and where required 
Receptionist
· Prepare and submit Leave and Travel Request form for each employees 
· Incoming and outgoing fax to be scanned and send to the concerned department 
· Log in all International calls in logbook for reference 
· Answer/transfer phone call (client queries). Assist visitors and clients. 
· File all Admin files on blue colored box 
· Take note all Monthly Telephone bills (Official and Personal calls) 
· Incoming local calls to be logged for future reference 
· Incoming and outgoing courier 
· Prepared transmittal for all send out documents 
· Prepared Non Objection Certificate (NOC) to clients 
· Prepared Prequalification Related Documents such as Company Profile and Services 
· Collect of original bid bond from clients 
Office Administrator
· Internal liaisons with the General Manager, Intertek Inspec clients and the HRD Dept. 
· Responsible for providing full administrative support for all Intertek Inspec Operations, Dubai branch. 
· Maintain records of Company property and vehicles 
· Responsible to maintain all correspondence and records and some important documents for Admin related 
· Writes business letters and office memos in line with Intertek procedures 
· Prepare Monthly Office Expenses and imprest money 
Operations Assistant
· The role involves internal liaisons with Operations Manager and INSPEC Ops Team. 
· Responsible for providing full Admin-Ops support for all INSPEC Ops team. 
· Application of all Passes under Operations dept. (Jafza, AST, etc.) 
· Collection of all data thru Coordinators 
· Vehicle and Transport Expenses (Fuel, Lease Charges, Salik, Traffic fines) 
Trainings & Seminars:
Telephone Etiquette
Aster Medical Centre (Dr. Moopens Group)
Aspect Tower D, Business Bay, Dubai, UAE
December 2012
Effective Business Management
Aster Medical Centre (Dr. Moopens Group)
Aspect Tower D, Business Bay, Dubai, UAE
June 2013
Medical Terminology
Aster Medical Centre (Dr. Moopens Group)
Aspect Tower D, Business Bay, Dubai, UAE
December 2013
Medic First Aid Basic Plus, CPR, AED and First Aid for Adults – CW M004
Corporate Wellness Training Center
Clover Bay Towers, Al Abraj Street South, Business Bay, Dubai, UAE
October 22, 2014

