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DOLORA J. MABATAS

Blk76 Lot 3 Purok 7 Bagong Buhay I, City of San Jose del Monte, 

Bulacan, Philippines, 3023

Phone No.: none

Mobile No.: (63923) 110-7695

Email Add: mabatasdj28@gmail.com

PERSONAL INFORMATION

Permanent Address
: Blk 76 Lot 3 Purok 7 Bagong Buhay I, City of San Jose del Monte, Bulacan, Philippines, 3023

Birthdate

:  May 31, 1982

Birth Place 

:  City of San Jose del Monte, Bulacan

Height 


:  4’10 ft.

Weight 


:  120 lbs.

Sex 


:  Female 

Civil Status 

:  Single  

Religion

:  Roman Catholic 

Nationality 

:  Filipino 

EDUCATIONAL BACKGROUND

Elementary  





              Year [From] - [To]



School: Bagong Buhay I, Elementary School


1989 - 1995 


Address:  Bagong Buhay I,City of San Jose del Monte, Bulacan,  Philippines



Secondary 


School:  Sapang Palay National High School


1995 - 1999


Address:  Fatima,City of San Jose del Monte, Bulacan,  Philippines



College


Course:  Bachelor in Office Administration


1999 - 2003


School:  Polytechnic University of the Philippines





Address:  Mabini Campus Pureza St., Sta. Mesa,  Manila, Philippines 

EMPLOYMENT HISTORY

Position:  Medical Records Officer

Company:  LGU-City of San Jose del Monte, Bulacan 

Address:  Poblacion, City of San Jose del Monte, Bulacan,  Philippines

Date:  February 16, 2015 – Up to Present 

Reason for Leaving:  Presently Employed 

Job Description / Duties and Responsibilities: 

Responsible for safe keeping and protection of patient’s medical records.

Responsible for issuing patient’s medical records to authorized person with proper documents.

Responsible in preparation of hospital statistical and mandatory reports.

Review and sign birth and death certificates of patients.

Attends to court hearings.

Responsible in reporting to the Administrative Officer & Chief of Hospital regarding medical records concerns. 

Position:  Administrative Aide III (Philhealth, Billing, Collecting Clerk)

Company:  LGU-City of San Jose del Monte, Bulacan, Philippines

Address:  Poblacion, City of  San Jose del Monte, Bulacan, Philippines

Date:  October 2004 – February 2015

Reason for Leaving:  Promoted to Medical Records Officer 

Job Description / Duties and Responsibilities: 

Responsible for evaluation and approval of patient’s application for Philhealth insurance claims.

Responsible for processing of patient’s Philhealth insurance claim for hospital reimbursement

Prepares patients hospital statement of accounts.

Collects payment from patients and remit it to the cashier

Position:  Assistant/Substitute Day Care Worker (Volunteer)

Company:  Twinkle Star Day Care Center

Address:  Bagong Buhay I, City of San Jose del Monte, Bulacan

Date:  January – September 2004

Reason for Leaving:  Hired as Job Order to Ospital ng Lungsod ng San Jose del Monte 

Job Description / Duties and Responsibilities: 

Assist/Substitute the Day Care Worker in facilitating daily plan of  activities such as doing arts, storytelling, counting numbers, singing etc. for children ages 3 – 5 years old

Assist the Day Care Worker in getting the child’s  BMI

Monitor child’s development using standard forms

Position:  Cashier

Company:  Supervalue Inc. 

Address:  Regalado Avenue Fairview, Novaliches, Quezon City, Philippines

Date:  April – June 2002

Reason for Leaving:  To finish my studies

Job Description / Duties and Responsibilities: 

Scan item purchase by customer to POS machine

Accept and process all modes of payment.

Remit collected payment to the treasury

TRAININGS / SEMINARS ATTENDED

Training/Seminar Conducted by:  City Human Resource Manangement Office  

Duration:  October 12, 2018

Address: Poblacion, City of  San Jose del Monte, Bulacan 

Title: Training Workshop on Work Attitude and Values Enhancement

Training/Seminar Conducted by:  City Human Resource Manangement Office 

Duration:  April 26, 2018

Address: Poblacion, City of  San Jose del Monte, Bulacan 

Title: Training Workshop on Effective Customer Service and Communication

Training/Seminar Conducted by:  NFHIMP Inc./Department of Health  Regional Office III 

Duration:  April 26 – 28, 2017

Address: San Fernando Pampanga

Title: Records Management Training for Level I Hospital and Infirmaries in Region 3

Training/Seminar Conducted by:  Department of Health Regional Office III 

Duration:  November 16 – 20, 2015

Address:  Dolores, San Fernando, Pampanga

Title: ICD 10 Codes Training Course for Medical Records Officers for LGU Hospitals

SPECIAL SKILLS / INTERESTS

Skilled in time management, Organization  & Reporting 

Skilled in major relevant computer applications like MS Word, MS Excel & MS Powerpoint

Skills in handicraft weaving (baskets made of rattan, water lily, abaca etc.)

Well-versed in oral and written English and Filipino.

Get along with other people easily and can immediately adapt  to environment

CHARACTER REFERENCES

Engr. Celso Francisco 

City Councilor 

LGU-City of San Jose del Monte, Bulacan

Tel. No.:  (63917) 156-4803

LADISLA FELICES-ROMEO 

Former City Social Welfare & Development Officer 

LGU- City of San Jose del  Monte, Bulacan

Tel No.: (6399) 884 3312

EMERSON C. LIM, MD

Medical Officer III

Ospital ng Lungsod ng San Jose del Monte, Bulacan

Tel. No.: (63932) 678 4355
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_________________________









        Applicant’s Signature  
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