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Objective:

To secure  a position in your organization that will enhance my                    experiences and unique abilities to further a challenging career opportunities.

Qualification:

· Bachelor’s Degree  in Business Administration Major in Industrial Management.

· Well experience in Marketing, Sales, Customer / Hospital Services and other Administrative Tasks given.

· Computer Literate in Windows XP Application (Word, Excel, Powerpoint), Internet 
· Effective written and oral communication in English Language.
· Can work and deal in different level of organization with minimum supervision.
Work Experience:

October 16, 2006 to January 17, 2009

Position: Admitting Officer

New Sinai MDI Hospital ( Tertiary  Level)
Sta. Rosa, Laguna Philippines

Summary:

Provide the proper daily interview on patients personal data and ask history relevant to his/her admission. Entertain questions and inquiries regarding  hospital services and facilities. Do the  task of  Healthcard  member’s admission. And ensure that each patients hospital visit and admission are comfortable as possible. And that all patients receive the best possible care.
Job Description:

· Attend daily admission by priming and encoding patients data on the system.
· Check   the daily admission census report thru E-system data.

· Attend weekly meeting on Total Quality Management.

Prepare monthly report of Maintenance Fee of all hospital consultants.
· Do the Admissions Monthly Report and Out Patients Monthly Census Report.
· Present all the said reports to Monthly Stockholders  Board Meeting.

· Performing administrative duties such as typing memo, reports, answering phones. Follow up  healthcard providers letter of Guarantee to Patients admitted.

· Assist   OPD patient healthcard approval for consultation and procedures.
· Assist  inquiries of different healthcard representative regarding their member’s admission.

· Advise nursing  services department regarding refused admission, room transfer, room excess and incremental  of Healthcard patient.

· Discuss patient /relative regarding Initial Therapeutic Payment upon admission.

· Provide forms of Philhealth and its requirements.

· Deputizing both Admitting and Communication Services Department during their absence.

February 7, 2003- July 31, 2003
Wordtext Systems Inc.

Sedcco 1 Bldg.  Legaspi cor. Rada Sts.


Positon: Marketing Coordinator
Legaspi Village, Makati City Philippines
Job Description:

· Assist different marketing events of the company.

· Prepare Marketing Request Forms, Payment, Claim Summary and Billing Statement.

· Prepare invitations and email blasts the upcoming event of the company.

· Make an expense report for every event , seminar, trainings conducted by the company.

· Prepare and look for venue of outside the company training and seminar.

· Do other administrative tasks given by our marketing manager.
June 1, 2002 to  December 17, 2002



Positon: Counter Sales Staff

Smart Telecom Specialist Inc.

Smart Bldg. Ground Flr. Ayala Ave.

Makati City, Philippines

Job Descripiton:

· Handling blitz promo of Smart.

· Assist client needs and inquiries.

· Sell different smart products like postpaid and prepaid services.

· Assist different  promo events of Smart and Talk’n Text.

· Prepare and report sales documents.

· Do other administrative tasks assigned by a branch supervisor.
September 10, 2001 to May 23, 2002

   Position: Customer ServiceAssistant
SCMC (Shopper Center Management Corporation)

SM Administration Department, Paranaque City
Philippines

Job Description:

· Attend shopper’s needs like inquiry and complaints.

· Announced different events of the mall with the use  of paging system.

· Sell prepaid cards and internet cards.

· Do the remittances of daily sales at the treasury department.

· Served as the Information of the Mall.
Educational Attainment:

Tertiary-   Manuel S. Enverga University  Foundation

Lucena City, Philippines

        Course-  Bachelor of Science in Business Administration- Industrial Management

(Batch 2001)
Personal Information:

Date of Birth: March 30, 1979

Nationality: Filipino

Height: 5’2”

Weight: 115 lbs

Marital Status: Married with 2 kids
