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OBJECTIVES:

• To be able to work in a company that will give intensive development of my potentials in the professional act as well as orient me with new information and trainings.
• To work in company noted with competence, responsibility, and excellent services.
• To expand my professional carrier and explore more of my capabilities as a person.
• To benefit from hard work, industry and dedication to work.

EDUCATIONAL ATTAINMENT:

College Bachelor of Science in Nursing
Southeast Asian College Inc. (formerly UNITED DOCTORS MEDICAL CENTER) June 2004 – March 2008
6 E. Ramirez St., Quezon City, Philippines

Secondary Ramon Magsaysay High School
June 2000 – March 2004
Espana, Manila, Philippines

Grade School Legarda Elementary School
June 1994 – March 2000
Sampaloc, Manila, Philippines

PROFFESIONAL EXPERIENCE: 
 
Coronel Md Clinic 
January 2017- Up to present 
Medical Assistant 
 
· • Verifies patient information by interviewing patient; recording medical history; confirming purpose of visit.
· • Prepares patients for examination by performing preliminary physical tests; taking blood pressure, weight, and temperature;
· Reporting patient history summary.
· • Maintains safe, secure, and healthy work environment by establishing and following standards and procedures; complying
· with legal regulations.
· • Keeps supplies ready by inventorying stock; placing orders; verifying receipt.
· • Keeps equipment operating by following operating instructions; troubleshooting breakdowns; maintaining supplies;
· performing preventive maintenance; calling for repairs.
· • Updates job knowledge by participating in educational opportunities; reading professional publications.


  Noble Life International, United Arab Emirates
Nov 2015-July2016
Admin Supervisor

• Orients and trains clerical staff.
• Performs a variety of secretarial duties such as drafting and typing routine correspondence, arranging meetings and taking minutes.
• Maintains client and program information using spreadsheet and/or database software.
• Establishes, develops and maintains business relationships with current customers and prospective customers in the assigned territory/market segment to generate new business for the organization’s products/services.
	
Institute of Mental Health, Singapore
September 2011 – September 2015
Health Care Assistant

• Caring for patients experiencing acute mental distress or who have an enduring mental illness
• Building relationships with patients to encourage trust, while listening to and interpreting their needs and concerns
• Ensuring the correct administration of medication, including injections, and monitoring the results of treatment
• Responding to distressed patients in a non-threatening manner and attempting to understand the source of distress
• Applying 'de-escalation' techniques to help people manage their emotions and behavior
• Preparing and maintaining patient records
• Producing care plans and risk assessments for individual patients
• Ensuring that the legal requirements appropriate to a particular setting or group of patients are observed
• Promoting a 'recovery' based approach to care
• Assessing patients' behavior and psychological needs
• Identifying whether and when patients are at risk of harming themselves or others

Media Trix Talent Casting Studio, Philippines
Finance Management Department
June 2008– June 2010
Administrative Assistant

• Provides efficient & professional administrative support to finance department
• Plans and schedules meetings
• Responds to various inquiries both external & internal
• Manages communications via email, phone calls & etc.
• Organizes & accurately maintains filing system of confidential information



INTERNSHIP:

• SDS Medical Center, Philippines - Checking patients pulse rate, temperature and respiration rate. (January 2008)
• Quezon Institute, Philippines - Instructing the patients how to collect a sample (sputum) and directing him/her to the laboratory for the test. (2007-2008)
• United Doctors Medical Center, Philippines - Monitoring the Patients vital sign and help patients to get in and out of bed. (2007-2008)
• Valenzuela General Hospital, Philippines - Assisting the staff nurses to do dressings and provide skin care. (2007-2008)
• Dr. Montano Ramos Hospital, Philippines - Filing all incoming and outgoing patients. (December 2007)
• National Center for Mental Health/NCMH, Philippines – Assisting all staff nurses in caring patients with	mental health problem.  (September 2007)
• Pasay City General Hospital, Philippines - Assisting the doctor and staff nurses in preparing medicine of patients. (September 2007)
• Philippine Orthopedic Center, Philippines - Assisting the doctor to cast the patients.  (September 2007)
• Malabon Lying In, Philippines - Sterilizing all the equipment. (August 2007)
• Frisco Lying In, Philippines - Assisting the doctor and midwife to prepare the equipment for delivery.  (May 2007)

TRAININGS & SEMINARS:

• The Patient Safety Foundation Module (2014) Institute of Mental Health, Singapore
• HCS-NURC-304E-1 - Care of Patients with Mental Illness (December 6, 2012) Institute of Mental Health, Singapore
• HCS-NURC-206E-1 - Working with Patients with Mental Illness (December 6, 2012) Institute of Mental Health, Singapore
• Job Redesign Course (November 26-30, 2012) Institute of Mental Health, Singapore
• Conquering The Board Exam (January 16, 2008) Multi-Purpose Hall, SACI Quezon City, Philippines
• Spiritual Dimension in Nursing (March 10, 2007)
Multipurpose Hall 4th Floor, New SACI Bldg., Quezon City, Philippines
• Ethico-Legal Aspect of Intravenous Therapy (March 5, 2007) Audio Visual Room 8th Floor UDMC, Quezon City, Philippines
• “Drug Abuse Prevention” Introduction to Alternative Learning System (ALS) in Community Development (September  
   2006) UP-Alumni hostel, UP Diliman Quezon City, Philippines
• Values of Good Citizenship (August 2006)
UP-Alumni Hostel, UP Diliman Quezon City, Philippines
• Nutrition and Diet Therapy: An Introduction for Nursing Professionals (May 21, 2006) Kowloon House West, 16 West Ave. Quezon City, Philippines
• National Service Training Program (NSTP-CWTS) 1&2 (March 21, 2005 & March 26, 2006) Amoranto Multipurpose Hall, Quezon City, Philippines
• Understanding the Nature of Crimes (March 13, 2005) Amoranto Multipurpose Hall, Quezon City, Philippines
• Ethical and Legal Aspects of Nursing Practice
Quezon City, Philippines

SKILLS:

• Proficient in Open Office Programs, MS Office Programs (MS Word, PowerPoint, Excel)
• Proven ability to work as a team member or independently
• Enthusiastic, Personable, Professional in Appearance and manner

PERSONAL INFORMATION:

[bookmark: _GoBack]Age	: 32
Civil Status	: Single
Nationality	: Filipino
Date of Birth	: April 1, 1987
Language Spoken	: English, Filipino
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