Maria Stella Tormis 
Purok Sto. Nino, Sitio Tagbak, Brgy. Campangga,  
Barili, Cebu, Philippines 6036 
Contact #: +639089841613 
                                                                                     Email Address: tormisma@gmail.com 
OBJECTIVE 
Focused and friendly administrative assistant with excellent interpersonal and strong work ethic. Enthusiastic and dedicated with a genuine desire to provide effectively and coordinate tasks to accomplish with timeliness and creativity. 
EXPERIENCE
Entrepreneur- December 2019 - present
Owner, Red Palm’s Bungalow Mountain Resort
Barangay Agoho, Camiguin, Philippines
 Rehabilitation Aide/ Administrative Assistant, King Abdulaziz Hospital, Ministry of National Guard Health Affairs, Eastern Region; Al Ahsa, KSA — 22 February 2015- 22 February 2017 
Provide general clerical and administrative assistance as required. Monitor office and medical supplies; recording inventory stock. Provides secretarial support for the inmediate Supervisor and Manager. 
Physical Therapist, Camp Lapulapu Station Hospital, Brgy. Apas, Lahug, Cebu City, philippines 6000 — 17 August 2012- 21 February 2015 
Provide planning and implementation of initial and subsequent treatment programs on the basis of test findings within referral on the licensed physiatrist, surgeons, physicians and other related practitioner. Play in the integral part of evaluation and treatment of activities involving conferring and communication with others. 
Medical Secretary, The Tooth Clinic, Salinas Drive, Lahug, Cebu City,Philippines 6000 —  February 2008- March 2010 
Check daily appointments, confirm upcoming appointments and recalls according to office protocols. Verify and update patient information and move patients through appointments as scheduled. Answer, manage incoming calls, respond and comply to request of information. 
EDUCATION 
Cebu Doctor’s University — Bachelor of Science in Physical Therapy (2012) 
University of Southern Philippines — Highschool (2001) 
Maria Montessori International School —  Preparatory and Elementary (1997) 
SKILLS 
Efficient in MS Office. Can understand and speak arabic. Fluent in English.
