[image: https://lh3.googleusercontent.com/K-x3WKHaz45e11OiF45NiKTJS95T0GQDkJdEjnZJBOXJsTdNwE88-J0KaIrmTz-DLJsfJpnmx586mbmR7UaHk5LGXvKVKhcFR5RymJZr1hZOR8TGe1TuAmWvKQx3bI-hSAsaKYT35P4mf-xq]Harlene F. Tanawan
486 Bautista Street Bombongan Morong Rizal	Civil Status: Single
Mobile Number: +639279501696			Date of Birth: October 29, 1988
Email Address: harlenetanawan1029@gmail.com

Summary

Currently working as the Overall Secretary in a local government hospital setup under the Provincial Government Department Head of the Rizal Provincial Hospital Systems. Has various professional work experience in handling clients and administrative services that contributes to overall growth of the organization.

Professional Experience

Rizal Provincial Hospital System – Binangonan Annex
Binangonan Rizal
Position: PGDH – RPHSO Overall Secretary (February 2017 – Present)

· Assist the Provincial Government Department Head in all various task that is entrusted within the Rizal Provincial Hospital System.
· Handling all the concerns of the Medical Specialist and coordinating their concerns in various departments.
· Handling human resources task within the hospital such as biometric system, timekeeping functions, contracts, renewal of documents and partial benefits computation. 
Skyline Cable TV Inc.
Morong Rizal
Position: Admin Personnel (September 2015 – February 2016)

· Handling various task within the office premise such as cashiering and as client service representative.
· Assist clients in check out process and handles cash management of the company.
· Greeting the clients, answering queries and resolving concerns from a day to day basis.

Jollibee Food Corporation
Morong Rizal
Position: Service Crew (February 2006 – August 2006)
· Greeting the customer and respond to their needs.
· Act as the cashier as well and help the store to boost sales by suggestive selling techniques.
· [bookmark: _GoBack]Maintain the work areas such as food preparation areas and customer areas clean and organized.
Education

College:
Tomas Claudio Memorial College		SY 2013-2015
Bachelor of Science in Hotel & Restaurant Management

Arellano University Pasig			SY 2007-2009
Bachelor of Science in Hotel & Restaurant Management

Seminars Attended:
Event title: Go Negosyo
Venue: SMX Convention Center, Pasay City
Date: 2014

Event title: Strategic Marketing Conference (Trendsetter Marketing)
Venue: Cuneta Astrodome, Pasay City
Date: March, 2013

Event title: Skills Development Program on Fruit and Vegetable Carving
Venue: Tomas Claudio Memorial College, Morong Rizal
Date: March 1-2, 2013

Skills

· Willingness to learn
· Ethical and Empathetic
· Reliable and Punctual
· Ability to work with minimum supervision in a busy environment
· Technical proficiency: MS Office, Power point and Microsoft Word

Character References:


Jocelyn S. Oblena, MD, FPOGS, MHM
Position: Medical Specialist I / 
    Chief of Clinics
Company: RPHS – Binangonan Annex
Contact Number: +639178434316
Louie Renz P. Bautista 
Position:  Recruitment Coordinator
Company: Allegis Global Solutions
Contact Number: +639977349114



Dr. Danilo M. Pascual
Position: College Coordinator
Company:Tomas Claudio Memorial College
Contact Number: +639052546153
Jennifer Montemayor Tupas
Position: Branch Manager
Company: Skyline TV Inc.
Contact Number: +639228013515
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