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Irysh Yvette G. Rico






Block 4 Lot 13 Camella Annex South 1

San Pedro Laguna

09089409040
iryshcatering@yahoo.com
	OBJECTIVE


A challenging position as an administrative assistant at a growth-oriented firm, which will allow me to both further utilize my skills and acquire new abilities. Can work with minimum supervision, can easily adapt to any kind of work fields, hard working.  

	SKILLS


· Computer literate: Microsoft Word, Excel, Power Point
· Strong analytical and organize

· Excellent interpersonal skills, phone and office etiquette

	WORK EXPERIENCE


April 1, 2018-Present


Recruitment Officer


Provides operational assistance to the MPR Manager in ensuring that all process and procedures

are timely and appropriately implemented. Recruitment process and Records Management.
April 1, 2015-April 1, 2018                 
Staff Educator Non-Clinical

Works under the direct supervision of the Human Resources, Responsible for providing both administrative and technical support in the various areas and programs and policies and procedures in Continuing Education Center of Human Resources. Provides and coordinates all non-clinical training program activities using the most appropriate instructional techniques and technology available to attain the standards of competency required.
May 17, 2010-March 31, 2015   
Nurse Training Program Coordinator 

April 1, 2012 – May 17, 2010     
Patient Care Training & Recruitment Coordinator
           Works under the direct supervision of the Patient Care Manager for Staff Education &             Development, this position is highly responsible for maintaining database of the Patient Care Services staff with emphasis on nursing educational, accreditation and licensure requirements. This position works to provide administrative support as well as specialized planning, organizing and tracking of Licenses of the staff nurses with coordination with the different Patient Care Services Department and Human Resources.

August 6, 2006-April 1, 2012    
 Asian Hospital and Medical Center

· Patient Care Administrative Assistant-Cardio Telemetry Unit
Works under the direction of the Charge Nurse and Staff Nurse and works to provide administrative support as well as clerical support to the patient care staff. Communicating both verbal and non verbal with patients, families, guests and the patient care team, performs all clerical-related nursing unit duties, generates accurate and current admission, discharge, transfer and mortality information, updates 24-hour patient census daily. Performs inventory checks, requisitions all nursing unit office supplies, minor equipment and miscellaneous items to ensure each unit maintains functional level of supplies. Records and reports unit meetings, ensures that all documents and forms in the patients charts are secured and no illegal reproduction will exist. Assures good housekeeping of the unit, assists bedside nurse in relaying laboratory and diagnostic results to physicians accurately.
July 21, 2004 – May 13, 2005   Thames International Business School

· Administrative Assistant

· Services officer

· Assisting to students requests

· Handled enrollment

· Administrating exams and clerical works.

· November 24, 2002- June 12, 2003  Nail Spa

· Administrative Assistant

· Stock Inventory

· Receptionist

· Administrative and Clerical works

· June 20, 2001-December 29, 2001    Makati Development Corporation

· Senior Human Resources Assistant

- Interviewing Applicants, sourcing applicant thru web sites and universities, administering and scheduling exams, handling 201 files, background investigation, assisting in orientation and panel interviews, SAP

· November 18, 2000-May 15, 2001     

MISNet Inc.

· Human Resources Assistant

· Filing of resumes, sourcing applicants, administering and checking exams, scheduling of interviews, encoding, clerical works.

· Part-time caterer in Irysh Catering Services and Proprietress of Irysh Cupcakes
	EDUCATION


1996 – 2000 



De La Salle University-Dasmariñas, Cavite

· AB Psychology

1992 – 1996 



La Consolacion College of Biñan, Laguna

1987 – 1992 



St. Bernadette College Of Alabang

	TRAININGS AND SEMINARS


· Basic Life Support
· Customer Service Excellence Workshop
· Safety Culture 1 & 2
· Work Attitude and Values Enhancement
· Training The Trainers

· Leadership Toolkit

· Microsoft Excel 2007

· Training and Organizational Needs

