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Prince Mohammed bin Abdulaziz Hospital
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EXECUTIVE SUMMARY

A results, productivity, and performance-driven administrative professional who is supported by an education from the premier university in the Philippines and has over 15 years of combined experience from renowned secondary and tertiary care hospitals in the Middle East. I want to apply my knowledge and proficiency in a working environment that offers an opportunity for professional growth and personal development.



PERSONAL PARTICULARS	

Passport No:	P3550645A 
Status:	Single
Gender:	Female			
Date of Birth:	08 December 1981
Nationality:	Filipino
Contact:	+966534348678 / +639773690766
Email Address:	angeldatu.up@gmail.com / datum@pmah.med.sa 
Current Address:	Office of Medical Affairs, Prince Mohammed bin Abdulaziz Hospital, P.O. Box 106998 Al-Imam Ahmad Bin Hanbal St, Ar Rawabi, Riyadh, Saudi Arabia 11676
Permanent Address:	Unit 4N Gateway Garden Ridge, EDSA corner Pioneer, Barangay Barangka Ilaya, Mandaluyong City, 1550, Philippines



EDUCATION	

2006 – 2009 	MASTER OF DEVELOPMENT COMMUNICATION
	University of the Philippines
	Open University
	Los Baños, Philippines
	

2003	CERTIFICATE IN MICROSOFT OFFICE APPLICATIONS
	(Word, Powerpoint, Excel, Access)
	AMA Computer Learning Center
	Bulacan, Philippines


1998 – 2003	BACHELOR OF SCIENCE IN AGRIBUSINESS MANAGEMENT
	University of the Philippines
	Los Baños, Philippines

WORK EXPERIENCE	

Mar 2018 – present	Medical Secretary, Medical Affairs (ID# 12908)
(2 years 6 months)	Prince Mohammed bin Abdulaziz Hospital (PMAH)
Riyadh, Saudi Arabia

PMAH is a 500-bed hospital in Riyadh, the capital of Saudi Arabia, which provides secondary and tertiary healthcare services. The range of service PMAH is one of the largest referral hospitals in the country for diagnosis and treatment of acute and chronic medical or surgical problems, to maintain or restore optimum level of wellness. 

	DUTIES: 
 
· Directly reports to the Associate Executive Director, Medical Affairs
· Handles and screens transactions of the Office of Medical Affairs including all medical and clinical departments reporting under the umbrella of Medical Affairs and routes it to the assigned staff
· Recording Secretary of the Medical Executive Committee and other hospital-wide committees
· Prepares correspondences, reports, presentations, and other departmental documents 
· Handles departmental inquiries
· Keeps records and maintains appropriate filing system
· Performs other related duties as assigned



Jun 2017 – Jun 2018 	Co-Proprietor, Laney & Orange’s Diner
(1 year)	North Olympus Subdivision, Barangay Kaligayahan, Quezon City
Philippines

Laney & Orange’s Diner is a family-oriented diner located at the heart of North Olympus Subdivision in Quezon City, Philippines. We serve all-day starters, mouthwatering snacks, scrumptious sizzling dishes, and refreshing frappes and shakes at very affordable prices – value meals that are indeed fit for everyone’s budget. Our target market is composed of students and faculty in our neighboring private schools as well as the residents of the subdivision.

	DUTIES: 
 
· Co-supervises three employees in working their assigned stations
· Manages the financial aspect of the business
· Maintains records of sales and expenses
· Updates the social media networks of the business
· Construct marketing strategies to improve sales
· Ensures quality of our products is at its finest
· Provides excellent customer service to our patrons
· Handles complaints and/or suggestions from our clientele




Feb – Dec 2016	Senior Hospital Assistant, Spending Efficiency Office (ID# 75763)
(11 months)	King Faisal Specialist Hospital & Research Centre (Gen. Org.)
Riyadh, Saudi Arabia


King Faisal Specialist Hospital and Research Centre (KFSH&RC) holds a recognized position locally, regionally, and internationally since it was established in 1975 to provide the highest level of specialized medical treatment within educational, research, and integrated environment in accordance with a systematic development strategy that adopts the best medical technologies and contributes towards improving diagnosis and treatment techniques.  

KFSH&RC has adopted advanced strategies based on best medical practices and technologies, which have led a positive impact on the specialized medical care services. It has further helped develop and enhance the examination and treatment procedure within the entire hospital of 1,599 bed capacity along with a substantial staff strength of more than 13,000, which includes medical, research, nursing, administrative and technical staff, working together towards a common vision – to take KFSH&RC to global leading position on which the sun never sets. 

In line with the vision, strategy, and the continuous effort of KFSH&RC (Gen. Org.) towards improvement and streamlining of processes, the Spending Efficiency Office (SEO) was established as a result of the integration and restructuring of the Resource Utilization & Benchmarking Department and Corporate Performance Office Section. The SEO was created to strategically explore how reduction in cost of care can be implemented without foregoing quality and productivity by effectively allocating and utilizing the organization’s resources. The SEO is under the umbrella of the Office of the Chief Executive Officer (CEO) and is headed by Dr. Hassan Al Rayes, Executive Advisor to the CEO.


	DUTIES: 
 
· Directly reports to the Executive Advisor to the CEO
· Provides coverage to the Executive Assistant to the CEO
· Recording Secretary of the C-Suite Committee
· Assigned by the CEO to provide assistance to the representatives of Ernst & Young during their engagement at KFSH&RC (Gen.Org.) 
· Prepares correspondences, reports, presentations, and other departmental documents 
· Handles departmental inquiries
· Keeps records and maintains appropriate filing system
· Performs other related duties as assigned


Sep 2012 – Feb 2016	Senior Hospital Assistant, Corporate Performance Office
(3 years 5 months)		King Faisal Specialist Hospital & Research Centre (Gen. Org.)
	Riyadh, Saudi Arabia

The Corporate Performance Office (CPO) was established to improve strategic decision process and organizational learning, to integrate organizational performance related to operations and financial planning, to deliver effective corporate performance processes that enhance CEO and top management decision processes, and to develop effective managerial monitoring systems and reports. The CPO directly reports to the CEO.

	


	DUTIES: 
 
· Directly reports to the Executive Advisor to the CEO
· Coordinates the Annual Executive Retreat for the General Organization (I was given the opportunity to write, edit, and direct the Patient Experience and Employee Experience videos that were shown during the retreat)
· Core member of the Secretarial Rules of Engagement (SRE) Team, which organized the first Focused Training Workshop for Secretaries
· Provides continuing education to current secretaries as well as orientation to new secretaries of the General Organization
· Provides support to the 100-Day Challenge Rapid Improvement Process (2nd to 5th Cycles)
· Provides support to the Critical Operations Reporting and Evaluation (CORE) and Management Operating Report (MOR) Team


Dec 2005 – Sep 2012	Hospital Assistant I, Department of Pediatrics
(6 years 10 months)		King Faisal Specialist Hospital & Research Centre (Gen. Org.)
	Riyadh, Saudi Arabia

The Department of Pediatrics provides children with medical treatment of a highly specialized nature, contributes to the prevention of diseases, and promotes medical research and education programs including undergraduate and post-graduate education training. Our expertise consists of management of children’s diseases ranging from general pediatrics to subspecialties like allergy/immunology, endocrinology/diabetes, gastroenterology, infectious diseases, nephrology, rheumatology, pulmonology, neonatology and pediatric intensive care.
	
	DUTIES: 
 
· Provides coverage to the Senior Hospital Assistant (Lead Secretary) and other Hospital Assistants of the Department
· Sets up appointments, meetings, and various activities of the Section of General Pediatrics, the Section of Pediatric Critical Care, and the Pediatric Residency Training Program
· Organizes the annual Pediatric Update Symposium and Pediatric Mechanical Ventilation Workshop (in cooperation with Health Outreach Services) as well as the annual Pediatric Intensive Review Course for Pediatric Residents
· Screens incoming mails and re-routes to other units for action where appropriate
· Composes replies to correspondence for supervisor’s signature. (Average WPM: 68)
· Maintains confidentiality of information and correspondence
· Takes and transcribes variety of correspondence and compiles periodic reports and presentations on board instruction from supervisor and handles routine queries personally
· Takes minutes of meeting
· Handles minor administrative matters based on knowledge and judgment regarding Hospital regulations and policies and complete project assignments
· Establishes and maintains variety of files and other office systems necessary for the performance of the work

· Prepares the monthly payroll time sheet, supply requisitions through oracle and consolidate departmental reports
· Participates in Department/Unit specific and Hospital wide quality improvement plan as required
· Follows all Hospital related policies and procedures
· Participates in self and others education, training and development


May 2004 – Dec 2005	Hospital Assistant II, Department of Pediatrics
(1 year 7 months)	King Faisal Specialist Hospital & Research Centre (Gen. Org.)
Riyadh, Saudi Arabia
	
	DUTIES: 
 
· Provides coverage for other Hospital Assistants in the Department
· Sets up appointments, meetings, and handles various activities of the Section of Pulmonology and Section of Pediatric Critical Care
· Provides support to Department-sponsored annual symposia
· Screens incoming mails and re-routes to other units for action
· Provides routine information to other organizational units
· Initiates a variety of correspondences, reports and presentations
· Maintains confidentiality of information and correspondence
· Follows all Hospital related policies and procedures
· Participates in self and others education, training and development


Jan 2004 – Mar 2004	Secretary, Cardiovascular Department Grant Program 
(3 months)	King Faisal Specialist Hospital & Research Centre (Gen. Org.)
	Riyadh, Saudi Arabia


Dec 2003 – Jan 2004	Volunteer Secretary, Aragene – CCC 
(1 month)	King Faisal Specialist Hospital & Research Centre (Gen. Org.)
	Riyadh, Saudi Arabia


Nov 2003 – Dec 2003	Volunteer Secretary, Department of Medicine
(1 month)	King Faisal Specialist Hospital & Research Centre (Gen. Org.)
	Riyadh, Saudi Arabia


Apr 2003 – Sep 2003	Personal Assistant to the Executive Director
(6 months)	Sulong Pa Bulacan Movement, Malolos, Bulacan, Philippines
	(attached to Office of the Governor, Bulacan)



SYMPOSIA/CONFERENCES/EVENTS MANAGEMENT EXPERIENCE

30 Apr – 02 May 2019	Member, Support Team
	2nd International Conference: Prevention & Management of MERS-CoV Infections in Health Care Facilities
Prince Mohammed bin Abdulaziz Hospital, Riyadh, Saudi Arabia

11 – 12 Mar 2019	Speaker, Fundamentals of Nursing Leadership and Management
	Prince Mohammed bin Abdulaziz Hospital
Riyadh, Saudi Arabia

21 – 22 Jan 2016	Member, Organizing Committee
7th Annual KFSHRC General Organization Executive Retreat
	Al Athriyah, Riyadh, Saudi Arabia

18 Nov 2015	Orientation Leader, General Secretarial Orientation
	King Faisal Specialist Hospital & Research Centre (Gen. Org.)
Riyadh, Saudi Arabia

11 Nov 2015	Speaker, General Secretarial Grand Rounds 
	King Faisal Specialist Hospital & Research Centre (Gen. Org.)
Riyadh, Saudi Arabia

16 Jun 2015	Orientation Leader, General Secretarial Orientation
	King Faisal Specialist Hospital & Research Centre (Gen. Org.)
Riyadh, Saudi Arabia

04 May 2015	Orientation Leader, General Secretarial Orientation
	King Faisal Specialist Hospital & Research Centre (Gen. Org.)
Riyadh, Saudi Arabia

27 – 28 Feb 2015	Organizing Committee Co-Chair and Speaker
Focused Training Workshop on Administrative Guidelines
	King Faisal Specialist Hospital & Research Centre (Gen. Org.)
Riyadh, Saudi Arabia

11 – 12 Dec 2014	Member, Organizing Committee
6th Annual KFSHRC General Organization Executive Retreat
	Riyadh Golf Course, Riyadh, Saudi Arabia

08 Jun 2014	Lean Workshop
	King Faisal Specialist Hospital & Research Centre (Gen. Org.)
Riyadh, Saudi Arabia

24 – 25 Apr 2014	Member, Organizing Committee
5th Annual KFSHRC General Organization Executive Retreat
	Nofa Equestrian Resort, Riyadh, Saudi Arabia

21 Nov 2013	Member, Organizing Committee
	4th Cycle 100-Day Challenge Rapid Improvement Process Celebration
King Faisal Specialist Hospital & Research Centre (Gen. Org.)
Riyadh, Saudi Arabia

20 May 2013	Member, Organizing Committee
	3rd Cycle 100-Day Challenge Rapid Improvement Process Celebration
King Faisal Specialist Hospital & Research Centre (Gen. Org.)
Riyadh, Saudi Arabia

03 – 04 Apr 2013	Member, Organizing Committee
3rd Annual KFSHRC General Organization Executive Retreat
	Durrat Al Arus, Jeddah, Saudi Arabia

21 Nov 2012	Member, Organizing Committee
	2nd Cycle 100-Day Challenge Rapid Improvement Process Celebration
King Faisal Specialist Hospital & Research Centre (Gen. Org.)
Riyadh, Saudi Arabia

Sep 2011 – Jan 2013 	Member, Editorial Board, Sandscript Newsletter
	King Faisal Specialist Hospital & Research Centre (Gen. Org.)
Riyadh, Saudi Arabia
	
Dec 2010 – Dec 2011 	Secretary, Organizing Committee
	Cystic Fibrosis Worldwide-Middle East-Saudi Arabia Conference 
	Riyadh, Saudi Arabia

Apr 2010 – Apr 2011 	Secretary, Organizing Committee
	3rd Saudi Allergy, Asthma and Clinical Immunology Symposium
	Riyadh, Saudi Arabia

2006 – 2013 	Member, Organizing Committee
	Annual Pediatric Intensive Review Course
	King Faisal Specialist Hospital & Research Centre (Gen. Org.)
	Riyadh, Saudi Arabia

2005 – 2012 	Member, Organizing Committee 
	Annual Pediatric Update Symposium
	in collaboration with Health Outreach Services
	King Faisal Specialist Hospital & Research Centre (Gen. Org.)
	Riyadh, Saudi Arabia


THESES

Nov 2007 – Oct 2008	Master’s thesis entitled, “Exploring the Potential of Reality TV as a Medium to Convey Development Messages using Social Comparison Theory” as part of the University’s requirements for graduation. Submitted written manuscript with a grade of 1.5 (Very Good). University of the Philippines Open University, Philippines

Nov 2002 – Mar 2003	Bachelor’s thesis entitled, “Feasibility Study for Establishing a Honeybee Farm in a Three-Hectare Mango Plantation in Zambales” as part of the University’s requirements for graduation. Submitted written manuscript and oral defense with a grade of 1.75 (Good). University of the Philippines, Los Baños, Philippines


SKILLS

Events management, computer applications and basic computer troubleshooting, communication skills, organizational skills, employee relations, reporting and document management



LANGUAGES

Spoken:	English, Filipino

Written:	English, Filipino



QUALIFYING EXAMS

May 2016	IELTS (General Training, Overall Bandscore of 7.5)

December 2015	IELTS (Academic, Overall Bandscore of 7.5)

March 2003	Career Service Professional
	Philippine Civil Service Commission



REFERENCES	

Talal Al Tahan, MD
Associate Executive Director
Prince Mohammed bin Abdulaziz Hospital
Riyadh, Kingdom of Saudi Arabia
[bookmark: _GoBack]Email: altahant@pmah.med.sa 


H.E. Qasim Al Qasabi, MD, FRCSI, FACS
Chairman, Board of Directors
(former) Chief Executive Officer
King Faisal Specialist Hospital & Research Centre (Gen. Org.) 
Riyadh, Kingdom of Saudi Arabia


Saleh Al Mofada, MD, FRCPC, FAAP
Chief Operating Officer – Riyadh
(former) Executive Director, Medical and Clinical Affairs
King Faisal Specialist Hospital & Research Centre (Gen. Org.) 
Riyadh, Kingdom of Saudi Arabia
Email: smofada@kfshrc.edu.sa 
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