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POSITION DESIRED

Secretary/ Receptionist/ Medical Assistant/ Sales and Customer Service Attendant
RELEVANT WORK EXPERIENCES
Private Duty Nurse
Tecarro Polyclinic Maternity Hospital
(June 2007- June 2008)
 - Established rapport with patient and significant other
 - Assess the patient and responds to their needs
 - Observe, recognize and report significant patient symptoms immediately

 - Administer prescribed medications and treatments within the scope of practice

 - Maintain accurate and complete documentation of nursing care rendered to the patient
 - Perform bedside care 

 - Obtain and monitor patient vital signs 

 - Attend to patient’s personal hygiene; perform bed bath, tepid sponge bath, oral care and perennial care
 - Assist patient in positioning and range of motion exercises
Sales and Customer Representative

SM City Mall of Davao (Dec. 2006- April 2007)
- Sales and Customer Representatives has several communications activities that attempt to provide added value or incentives to consumers, wholesalers, retailers, or other organizational customers to stimulate immediate sales.
- It should have techniques and tools you use to get someone to make a purchase.

- Persuading or convincing a customer or client to buy a product or service.

-  describes promotional methods using special short-term techniques to persuade members of a target market to respond or undertake certain activity.
- Entertains customers’ other queries and complaints in a deliberate and constructive manner. 
- Keeps harmonious relationship with management and co-workers
Secretary/ Receptionist (Davao Insular Hotel)
January 2006- November 2006
- Established rapport
- Answering phone calls; filing and organizing relevant documents
- Assisting the needs of the clients
 -  Maintains a highly professional attitude in the workplace
- Handling of confidential data, scheduling meetings, preparing presentations and other.
- An assistant who handles correspondence and clerical work for a boss or an organization 

- Repository: a person to whom a secret is entrusted
Service Crew (KFC) May 2005- November 5005 
- Assisting the needs and orders of the customers
- Cashiering 

- Maintaining orders and cleanliness in the store
SKILLS

-Proficient in oral and written English
-Computer literate ( Ms Word, Excel)
-An independent and self-motivated professional with excellent research and writing skills; able to grow positive relationships and colleagues at all organizational levels.

- Dedicated and focus; able to prioritized and complete multiple task and follow through to achieve projects goals
- Energetic with strong communication skills; work well independently or on team.

- Highly productive managing projects; a creative problem solver who rapidly adapts to changing demands.
EDUCATIONAL BACKGROUND

Name of School:
Brokenshire College

Course:

Bachelor of Science in Nursing

Year Graduated:
2005

PERSONAL DATA

Date of Birth:
July 9, 1981

Civil Status:
Single

Religion:

Christian
Height:

5’6”

Age:


27 years old

Citizenship:
Filipino

Language/Dialect Spoken: English (advanced), Filipino (native language)
