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CAREER OBJECTIVE:

To apply my acquired knowledge and skills that will promote further professional growth and contribute into the development and advancement of the company in attaining the level of competency in the business world, wherein the accomplishment, discipline, hardwork and skills are recognized and rewarded.
Qualification:

· With background in Teaching Application and Training and Research method

· Proficient in Computer Softwares  / Application (MS Office).

· Capable  in using office equipment product.

· Can work under pressure, highly motivated, dynamic flexible and systematic.

· Willing to be train and can work with minimal supervision.
JOB EXPERIENCE:

Machinery People Trading Co. LLC

Sales Assistant
July 7, 2008 – up to present
P.O. Box 50567

Job Description
· Answer telephones and give information to callers, take messages, or transfer calls to appropriate individuals.

· Handle inquiries, and direct them to the appropriate persons according to their needs.
· Searching for local and overseas suppliers.

· Sending inquiries & quotations.

· Locate and attach appropriate files to incoming correspondence requiring replies

· Conduct searches to find needed information, using such sources as the internet.

· Establish work procedures and schedules and keep track of the daily work of clerical staff.

· Collect and disburse funds from cash accounts and keep records of collections and disbursements.

· Learn to operate new office technologies as they are developed and implemented.

· Operate office equipment such as fax machines, copiers, phone systems and use of computers for spreadsheet and word processing.

· Record daily Sales Report everyday

Our Lady of Fatima University

Clinical Instructor (Skills Laboratory and Clinical Area)

November 12, 2007 – May 15, 2008

Valenzuela City

Job Description
· Supervise theoretical instruction, lab experiences and clinical practice to carry out the state course objectives. 

· Evaluate student performance in classroom and clinical learning. 

· Orient new students to the department including the hospital's Policy and 

procedure manual, the availability and location of educational resources, and all safety precautions and emergency protocols. 

· Assigns appropriate cases to each student. Alter assignments as necessary to suit student needs. 

· Monitor each student's progress throughout the course of the day.  

· Make available for students' questions and learning needs. 

· Exhibits professional behavior and serves as a role model for students. 

· Promote patient and student safety. 

· Create a positive and supportive learning environment for the student's status as a learner. 

· Participate in continuing education seminars and in professional development opportunities in order to maintain current state-of-the-art knowledge and skills.

Villarica Pawnshop, Inc. 
Program Analyst  / Purchaser (both software & hardware) 

November 26, 1996 – November 10, 2007
Cubao, Quezon City
Job Description
· Installing company’s program to a different branches and testing the installed program if it is running. 

· Transferring from one branch to another and determining causes of operating errors and deciding what to do. 
· Provide technical assistance to computer system users. 
· Resolve problems for clients in person, via telephone or from remote location. 

· Provide assistance concerning the use of computer hardware and software, including printing, installation, word processing and operating systems. 
· Tally the company’s inventory every month. 
· Receiving and accepting proposals and quotations to a different computer shop. 

· Purchase computer units, accessories and software.

Private Duty Nurse 
Job Description
· Caring for an assigned patient, either in a private home or in a hospital setting and coordinate care between physician and family according to individual situations. 
· Follow physician's orders for medications, treatments, and all necessary medical services. 
· Vital signs monitoring, administration of medication depending on the route. 
· Cleaning patient every morning. 
Mt. Carmel Hospital



Staff Nurse (Ward)


Bunlo, Bocaue Bulacan


July , 1995 – October, 1996

Job Description
· Observing and reporting on the condition of patients
· Preparing patients for operations
· Recording pulse and temperature and keeping accurate records of these observations
· Monitoring functions, such as respiration; setting up drips and blood transfusions
· Maintaining and checking intravenous infusions; administering drugs and injections
· Assisting with tests and evaluations; responding quickly to emergencies
· Carrying out physician’s order

· Obtaining parents' or guardians' consent for treatment

· Giving support, advice, reassurance and education to patients and close relatives
· Engaging in and promoting multidisciplinary teamwork, including working alongside specialist doctors, health visitors, social workers and radiographers
· Observing strict hygiene and safety rules and ensuring that visitors also observe any rules on the ward or unit
· Writing reports before the shift ends.

HBC

Cashier

Tutuban Branch 

February, 1995 – July, 1995
Job Description
· Receive and disburse money in establishments. Usually involves use of cash registers. 

· Issue receipts, refunds, or change due to customers.
· Count money in cash drawers at the beginning of shifts to ensure that amounts are correct and that there is adequate change.
· Greet customers entering establishments. 

· Maintain clean and orderly checkout areas. 

· Establish or identify prices of goods. 

· Resolve customer complaints. 

· Answer customers' questions, and provide information on procedures or policies. 

· Calculate total payments received during a time period. Compute and record totals of transactions. 

· Sort, count, and wrap currency and coins. 

· Process merchandise, returns, and, exchanges.
· Offer customers carry-out service at the completion of transactions.

Amisola Maternity Hospital

Staff Nurse (Nursery Department)


Hermosa St., Manuguit Tondo Manila


January, 1995 – February, 1995 

Job Description
· Receiving newborn babies from delivery room. 
· Giving baby’s wrist tag for proper identification. 

· Cord dressing. 

· Cleaning babies every morning.

· Feeding, assisting pediatrician during their physical exam.

· Charting the condition of the baby for the whole shift.
EDUCATIONAL ATTAINMENT: 
POST GRADUATE
:
Our Lady of Fatima University






Graduate School





Master of Arts in Nursing (Major in Clinical Instruction)




November 2007 – March 15, 2008 (earned units)
COLLEGE

:
Our Lady of Fatima College





Valenzuela City





1990 – 1994

Degree
:
Bachelor of Science in Nursing
Specialty
:
Pediatric Nursing





(Philippine Children’s Medical Center)





Related Learning Experience Average – 1.9
HIGH SCHOOL
:
F.G. Calderon Intergrated School





Hermosa St., Manuguit, Tondo Manila





1986 – 1990

ELEMENTARY

:
Bo. Obrero Elementary School





Bo. Obrero Tondo, Manila





1980 – 1986
OTHERS
School

:
Interface Computer College




10th Ave., Grace Park Caloocan City





January, 1995



:
Basic Arabic Lesson






Dubai, UAE





October – December, 2009

 PERSONAL DATA:


Age


:
35 yrs. Old


Date of Birth

:
August 4, 1974


Place of Birth

:
Cabanatuan City


Civil Status

:
Single


Citizenship

:
Filipino


Religion

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