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ProfessionalSummary

Hardworkingemployeefocusedoncompletingworkquicklyand
consistentlyexceedtargets.Reliableteam memberaccustomedto
takingonchallengingtasks.Dedicatedtobusinesssuccess.Iam also
aRegisteredNurseandIrunasmallfoodstallbusiness.

Skills

● Recordadministration

● Setappointments

● Organizefiles

● Transcribeletter

● Administerpayroll

● Multitasking

● Taskprioritization

● Customerrelations

● Candoshortordercooking

Experience

DentalNurse
Dr.IreneR.Panugao-BuendiaGeneralDentistryandOrthodontics-
QuezonCity
Manila,Philippines-
January2019-March2020

- Recordedpatientdentalinformationtouseforfuturemedical
visits.

- Monitoredandstockeddentalsuppliestomaintainrequired
operatinglevels.

- Followedinfectiousdiseaseandsafetypoliciestoprovide
healthyworkingenvironment.

- Recordedandreviewedpatientmedicalhistories.



- Helpedpatientsfeelcomfortableandsecureduringroutine
examinationsandspecialprocedures.

- Keptequipmentsharp,organizedandsterilizedforthenext
patient.

AdministrativeManager
AMDGradesPlasticandIndustrialSupply-QuezonCity,Philippines
July2013-Present

- Answeredincomingcallsanddirectedmessagestocorrect
party.

- Scheduledmeetingsandassistedinmakingtravel
arrangements.

- Filedandretrieveddocuments,introducingmoreefficient
filingsystem adoptedbycompany.

- Organizedconferencesandspecialevents,includingsettingup
thecateringandpreparingallsupportingmaterials.

- Maintainedandefficientofficeenvironmentbyskillfully
routingincomingandoutgoingmail.

- Auditedfilestoidentifymissingormisfileditemsandrestored
filestoproperlocationsandstates.

- Documentedpaymentsandexpensestokeepfinancialrecords
current.

- Maintainedpayrollaccuracybytrackingtime,calculating
extrassuchascommissionandupdatingforms.

- Returnedpulledfilestoproperlocationstomaintaineasystaff
access.

- Proofreadbusinessdocumentstocheckspelling,grammar,and
compliancewithofficepolicies.

FoodStallOwner
Tea-psyChick
Present

- Supervisefoodcrew.
- Takeordersfrom customers.
- Remitdailysalesfrom crew.
- Doshortordercooking.
- Auditssales.
- Makedailyitem inventories.
- Buyrunninglow itemsfrom store.

Education



BachelorofScience:Nursing
Mar2008
OurLadyofFatimaUniversity-ValenzuelaCity,MetroManila
Philippines

- GeneralWeightAverage:2.16
- RelatedLearningExperience:2.00


