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OBJECTIVE:
To further pursue a career in a prestigious company and at the same time to seek a rewarding and challenging work profession that would enhance and utilize my knowledge and skills for my career growth.

PERSONAL DATA:

Age:

25 years old


Religion:
Roman Catholic

Birthday:
Sept. 25, 1981


Marital Status:
Married
Birthplace:
Manila



Language spoken: Tagalog, English

Nationality:
Filipino



Visa status: Visit visa

EDUCATIONAL BACKGROUND:


Our Lady of Fatima University


June 2003 – March 2006

Bachelor of Science in Nursing

Our Lady of Fatima University


June 1998 – March 2002


Bachelor of Science in Biology

WORK EXPERIENCE:
STAFF NURSE (assigned in MS Ward/NICU)
Chinese General Hospital & Medical Center

September  16, 2006- June 17, 2007

286 Blumentritt St. Sta Cruz, Manila

DUTIES AND RESPONSIBILITIES

1. Takes and monitors vital signs of patients.

2. Supports ambulatory patients to comfort rooms.

3. Performs oral feeding/ nasogastric feeding and oral care.

4. Collect & labels specimens for laboratory examinations.

5. Establishing patients previous and current medical records: admission or discharge procedures.

6. Prepares and completes clinical records affecting patients condition.

VOLUNTEER NURSE (assigned in OR/DR)
Dr. Jose Rodriguez Memorial Hospital

July  5, 2006- September  5, 2006

Tala, Malaria,Caloocan City
TELEMARKETER



Teletech Call Center
April 2004- April 2005



Novaliches, Quezon City

DUTIES & RESPONSIBILITIES:

1. Marketing & sales of the company products via telephone. 

2. Generation of new business through cold calling & canvassing. 
3. Setting up appointments for external sales reps.
4. Follow up calls with marketing material via email. 
5. Sales administration
RECEPTIONIST



Century Park Hotel

March 2003- June 2003



Vito Cruz, Manila
DUTIES & RESPONSIBILITIES:

1. Greet guests with a friendly smile.

2. Assign rooms and issue room keys.

3. Liaise with the bell desk to deliver luggage to the rooms.

4. Note requests for wake up calls, transport arrangements and general inquiries.

5. Check housekeeping department that rooms are ready for occupancy.

6. Settle guests complaints with tack diplomacy.

7. Communicate with other departments regarding group VIP check-ins.

DATA ENCODER/SECRETARY

SM Fairview Supermarket

April 2002 – October 2002


Fairview, Quezon City
DUTIES & RESPONSIBILITIES:
1. Calendaring and scheduling of meetings.

2. Provide administrative assistance and general secretarial services.

3. Encode sales orders, follow-up orders.

4. Answers telephone calls, retrieving messages and screening calls.

5. Dissiminate all incoming faxes and emails.

6. Events planning for team such as occasional off site meetings.

7. Reports directly to the head of office on a daily basis.

SKILLS:


● Willing to work in different shifts based on business needs


● Good knowledge in interpersonal and communication skills


● Can respond to guest and customer inquiries


● Prompt in completing project


● Computer literate (Windows Application, MS Office)
Awards received:


High School


1st Honorable Mention


Gov. Josie Dela Cruz Leadership Awardee


Most Efficient Awardee


Officer of the year


Best in Computer

Extra Curricular Activities:


College








Secretary

Red Cross Youth Council


Treasurer

Medical Science Society


Varsity Player

Table Tennis – OLFU


High School


President

Student Council


President 

Drug Free Youth Council


President

Drama Guild


Literary Editor

The Literary Circle


Ex-O Officer

Citizen Army Training (CAT)


Secretary

Science Club


Secretary

Guidance Office Club

Varsity Player

Table Tennis & Volleyball

