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Professional Summary:  

● Over seven years of experience in the Administrative field. 

● Five years experience working in a Medical Department. 

● Great organizational, analytical and interpersonal skills 

● Expertise in clerical and office-related tasks 

● Strong written and oral communication skills 

● Licensed Professional Teacher (Registration No. 1254954) 

● IELTS Academic Overall Band Score: 8.5 

 

Professional Experience: 

10/2016 - Present  Ministry of National Guard Health Affairs  Riyadh, K.S.A 
Administrative Assistant I,  
Neonatal Intensive Care Department 
King Abdulaziz Medical City - Riyadh  

● Acts as the direct liaison and secretary of the Department Chairman 
● Supervises the Administrative Staff of the department 
● Manages the schedule of Chairman/Designee of the Department 
● Leads the drafting, tracking and disseminating official departmental communications 

(memoranda, executive communique, departmental policies and procedures, etc.) 
● Provides support to the Chairman in preparing for morbidity/mortality reviews, safety report 

feedback, root-cause analyses and research prospects. 
● Responsible for preparing and completing Annual Evaluations for both Medical and Non-Medical 

(Administrative) staff. 
● Assists key stakeholders in planning, designing and implementing quality improvement projects. 
● Assembles and prepares for  important team meetings and activities 
● Spearheads the preparation and execution of departmental events, with 

multidisciplinary/hospital-wide involvement. 
● Aids the department head in creating programs, in collaboration with key stakeholders from 

different subspecialties 
● Prepares medical staff credentialing and privileging.  
● Coordinates with the Postgraduate Training Center and other educational bodies for the 

department’s involvement in courses, lectures, workshops and other academic activities. 
● In-charge of administrative and medical minutes of meetings. 

 
 
08/2014 – 8/2016   51talk, Inc.   Ortigas Centre, Pasig City 
ESL Instructor  

● Provided an easy, enjoyable and productive learning structure for Chinese students of all ages 
● Evaluated the English proficiency of students based on their needs, preferences, and areas of 

which they want to develop 
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● In charge of guiding students through their chosen courses and providing feedback on their class 
performance 

● Instructed students on practice courses for English Proficiency examinations like IELTS, TOEFL, 
TOEIC, etc. 

● Prepared students for upcoming job/university interviews by using company-provided modules, 
conducting mock interviews and providing overall feedback and tips 

● Handled Business English courses for advanced students 
● Administered English learning materials in all levels 

 
04/2012 – 07/2014  BCM Uphone Educational Group  Ortigas Centre, Pasig City 
ESL Instructor  

● In charge of teaching basic, conversational and professional English to Korean students. 
● Handled high profile students and guided them in developing and improving their business 

English abilities. 
● Instructed trial courses required for official English Proficiency examinations like TOEIC and OPIc. 
● Also administered practice courses for job interviews. 
● Led Classroom English courses for both students and practicing teachers 
● Evaluated students’ performance on a day-to-day basis. 
● Handled an average of 35-40 students a day. 

 
04/2011 – 02/2012  American Express Transnational, Inc.  Legaspi Village, Makati City 
HR/Admin Assistant (Recruitment) 

● In charge of sourcing, selecting and recruiting applicants. 
● Administered psychological tests and key background interviews to candidates. 
● Assisted   new   hires   in the completion   of their requirements   and   other   pre- employment 

processes. 
● Endorsed new hires to the training department and oversee their progress and performance.  
● Functioned as an assistant to both the HR Supervisor and Vice President 
● Responsible for the monitoring of employee tardiness. 
● In charge of creating, routing, and distributing memos to signatories and employees 

respectively. 
● Kept the general calendar of HR/Admin and was in charge of recording minutes of meetings. 
● Was also responsible for assuming the role of the Executive Assistant to the President in times 

when said assistant was unavailable. 
 

 
Other Administrative Functions: 
Program Coordinator (2016 – Present) 
Bone Health Awareness Program 
Neonatal Intensive Care Department, 
King Abdulaziz Medical City, Riyadh 
 
Event Coordinator (2018 – Present) 
World Prematurity Program 
King Abdulaziz Medical City, Riyadh 
 
Course Administrator (2018 – Present) 
Neonatal-Pediatric Mechanical Ventilation Course,  



King Saud Bin Abdulaziz for Health Sciences, Riyadh  
 
 
 
Education: 
Our Lady of Fatima University, Valenzuela 
B.S in Psychology, 2011 
 
La Consolacion College, Caloocan 
High School Diploma, 2007 
 
 
 
 
 
References available upon request. 


