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__________________________________________________________
JOB OBJECTIVE:
To obtain a position that will enable me to use my strong organizational skills, education background, and ability to work well with people.

__________________________________________________________
EDUCATION/QUALIFICATIONS:
Graduate/ Bachelor's Degree
Mindanao Polytechnic State College, 2003-2007
Cagayan de Oro City, Philippines
Year completed: 2007
Graduate Course
Bachelor of Science in Food Science and Technology

4 year-courses

Academic Projects
The Antimicrobial Activity of Mangosteen Leaves Extract

Secondary
Regional Science High School, 1999-2003
Cagayan de Oro City, Philippines

4 years

Elementary
Gusa Elementary School, 1993-1999
Cagayan de Oro City, Philippines

6 years

__________________________________________________________
EXPERIENCE:

Position: Medical Secretary/ Typist General
AL SALAMA HOSPITAL – JCI ACCREDITED
Abu Dhabi, United Arab Emirates

November 2008- Present

Job Description:

Perform secretarial duties utilizing specific knowledge of medical terminology and hospital, clinic or laboratory procedures. Duties include billing patients, compiling and recording medical charts, reports and correspondence. 
Duties and Responsibilities:
· HEALTH AUTHORITY ABU DHABI - Online Live Birth Notification Processor.

· Transcription of discharge summaries, operative reports and death summaries for all hospital specialties, together with other documentation deemed relevant by Medical Record Director.

· Written Transcription

· Notes in patient medical records work completed.

· Collects and records patient health histories, performs physical examination and administers medication.

· Making Medical Report under physician supervision.

· Ensures accuracy and identification of patient information on each report.
· Maintains confidentially of all patient information.

· Recording medical histories. Photocopying and scanning documents.
· Receive the bills from the Accounts and recheck the same before being forwarded to the insurance companies for payment.

· Hospital coordination

· Preparing for Approvals and Claim Forms (In-Patient)

· Coordinating with Insurance Companies

· Coordinating with medical labs

Position: Quality Controller/ Quality Assurance

Food Microbiologist/ Food Analyst
W.L FOOD PRODUCTS

Misamis Oriental, Philippines

April 2008-August 3, 2008
Duties and Responsibilities:
· Responsible for product high quality

· Responsible for inventory after production.

· Production management.

· Implementing GMP and HACCP

· Calibrating laboratory equipments.
Position: Medical Secretary
Cagayan Capitol Medical Hospital, Philippines

March 2008-April 2008
Duties and Responsibilities:
· Provides secretarial support in clinic.

· Inform patients of cost and further information resources for care offered.

· Answer telephones, relay messages and greet visitors.

Position: School Clerk
Nueva Ecija Elementary School, Philippines

November 2007- February 2008
Duties and Responsibilities:
· Reporting to the Principal, responsible for managing day-to-day operations.

· Write memos and answer incoming calls.

· Conduct meetings to inform staff about issues such as new employee benefits and activities.

· Filing of data and keyboarding. Enter data at a computer terminal.

· Operate photocopies, fax machines, and other office equipment.

· Prepare mailings, proofread documents, answer telephones.
__________________________________________________________
TRAININGS ATTENDED:
· BLS (Basic Life Support) 


Al Salama Hospital Abu Dhabi, UAE

    
March 30, 2010 







· Abu Dhabi International Medical Congress


February 3-6, 2009


Intercontinental Hotel Abu Dhabi, UAE

· Short Stature





February 3, 2009

Continuing Medical Education (CME)

Al Salama Hospital Abu Dhabi, UAE

· Intensive Training on Basic & Advance Life Support

July 2007

Pattern American Red Cross

Philippines

· Quality Control/Quality Assurance in Food Industry

2003-2007
· Proper Handling and Sanitation in Food Industry

· Food Analyst

· Microbiological Testing

· Sensory Evaluation.
__________________________________________________________
SKILLS/ QUALIFICATIONS:
· Proficient in the use of Microsoft Windows 95/98/2000/XP/Vista
· Computer Knowledge Microsoft Office (Word, Excel, PowerPoint, Publisher, Outlook)

· Strong Medical Terminology
· Excellent communication and interpersonal skills
· Professional and client-service oriented
· Good Communication Skills

· Medical Review Officer
· Medical Records Secretary
· Food Analyst

· Microbiological & Chemical Testing

· Sensory Evaluation 
__________________________________________________________
PROFESSIONAL AFFILIATION/ ORGANIZATION:

· BLS FOR Healthcare Provider (CPR & AED) Program    Member
        March 30, 2010
Certificate valid for 2 years until March 29, 2012
· Al Jazira Sports Club 



     Table Official
         August 2008-Present


Pinoy Expat Interfaith Basketball League (PeiBL)          


Abu Dhabi, UAE         

· Philippine Association  of Food Technologist
      Facilitator
        June 2003-April 2007


Philippines

_________________________________________________________
PERSONAL DATA:
Age



: 23 years old

Sex



: Female

Civil Status


: Single

Citizenship


: Filipino

Height



: 5'3”

Weight



: 55 kg

__________________________________________________________
