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Astute medical administrative professional trained in appointments, front desk management and recordkeeping. Helps staff maintain office operations at optimal levels with great organizational and multitasking abilities. Skilled at typing correspondence and managing files. Organized and dependable candidate successful at managing multiple priorities with a positive attitude. Willingness to take on added responsibilities to meet team goals. To seek and maintain full-time position that offers professional challenges utilizing interpersonal skills, excellent time management and problem-solving skills. Attentive Waitress with superior knowledge of ethnic dining and dedication to fantastic dining experiences. Trained in POS systems and table-side serving with understanding of food and beverage pairings and great salesmanship. Known for maintaining speed and accuracy in high-traffic times. Experienced Server offering solid history of accurate order taking, efficient supply restocking and diligent table management. Effective at promoting team success by independently handling side work and cleaning up spills. Extensive knowledge and superior work ethic. Dedicated food service professional well-versed in food and beverage operations and guest services. Experienced in managing large-scale events or intimate gourmet dining and afternoon tea services. Successful at building relationships with customers to increase loyalty and repeat business.
 
Work History
 
 
	2022-01 - Current
	 
	Medical Secretary
QUAD-CE Medical Clinic, City of Candon, Philippines
· Encoder
· Evaluator
· Supported office staff and operational requirements with administrative tasks.
· Kept office equipment operating by troubleshooting breakdowns, performing preventive maintenance and coordinating repairs.
· Placed new supply orders, managed inventory and restocked clerical spaces.



	2018-04 - Current
	 
	Events Coordinator and Organizer
Jaysean Gown Rentals and Catering Services, City of Candon, Philippines
· Engaged with larger movement to build transformational and deeply collaborative partnerships.
· Maintained entire family's schedule and organized events.
· Conducted research, gathered information from multiple sources and presented results.
· Fostered collaborative efforts to schedule, host and facilitate events and identify further opportunities to reach members of community.
· Discovered opportunities to gain deeper insight into creating efficient and streamlined processes.



	2019-11 - 2022-01
	 
	Medical Secretary
Lucky Jom Medical clinic, City of Candon, Philippines
· Encoder
· Evaluator
· Assisting the applicant for getting their weight and height and vital signs. Ensure that forms are filled properly
· Maintained office supplies inventory by checking stock, anticipating department needs and placing and expediting orders.
· Supported office staff and operational requirements with administrative tasks.
· Organized paperwork such as charts and reports for office and patient needs.



	2017-10 - 2019-02
	 
	Waitress
Lani's Catering Services, City of Candon, Philippines
· Shared knowledge of menu items and flavors, enabling customers to make personal decisions based on taste and interest.
· Resolved guest and employee complaints to maintain complete customer satisfaction and workforce effectiveness.
· Checked identification for minimum age for sale of alcoholic beverages.
· Remained calm and poised when dealing with difficult customers or during busy shifts.
· Bussed tables during busy periods to assist staff and quickly turn over tables.
· Informed customers about daily and seasonal specials.
· Bussed and reset tables to keep dining room and work areas clean.
· Inspected dishes and utensils for cleanliness.



	2016-04 - 2018-07
	 
	Ware House Supervisor
J & C Lucky 99 Store, Florida Pampanga, Philippines
· Used critical thinking to break down problems, evaluate solutions and make decisions.
· Used Microsoft Word and other software tools to create documents and other communications.
· Exceeded goals through effective task prioritization and great work ethic.
· Collaborated with team members to achieve target results.
· Participated in team-building activities to enhance working relationships.
· Worked to maintain outstanding attendance record, consistently arriving to work ready to start immediately.



	2017-11 - 2018-02
	 
	Child Care Worker
Carol Jimenez, City of Candon, Philippines
· Developed healthy relationships with one children to provide support and guidance in learning.
· Prepared and served nutritious and healthy meals and snacks.
· Instructed children in health and personal habits.
· Communicated with parents regarding child's behavior, daily activities and concerns.
· Observed play activities to identify positive behaviors and areas in need of improvement, implementing behavior redirection where appropriate.
· Prepared healthy foods and beverages for children based on optimal dietary guidelines and individual restrictions.
· Sanitized dishes, tabletops, toys and frequently touched surfaces to prevent spreading of germs.
· Set and enforced rules to maintain children's safety and created welcoming, caring environments for all children.


 
Education
 
 
	2009-04 - 2015-03
	 
	High School Diploma
Teodoro Hernaez National High School - Sabuanan, Santa Lucia Ilocos Sur, Philippines



	2022-09 - Current
	 
	Associate of Science: Health Aide
Data Center College of The Philippines - Tamag, City Of Vigan, ILocos Sur



	2022-10 - 2022-10
	 
	Associate of Science: Introduction To Caregiving
Technical Education & Skills Development Authority - East Service Rd. South Superhighway, Taguig Phl.



	2022-10 - 2022-10
	 
	Associate of Science: Developing The Ability To Recognize Aging Process
Technical Education & Skills Development Authority - East Service Rd. SLEX Taguig Phl.



	2022-10 - 2022-10
	 
	Associate of Science: Performing Solid Waste Management in The Workplace
Technical Education & Skills Development Authority - East Service Rd SLEX Taguig Phl.
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Contact
 
 
Address 
City Of Candon, Philippines 2710
Phone 
09474700464
E-mail 
ajade.pascua@gmail.com
 
Skills
 
 
Medical Office Management
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Advanced
Long-term Care
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Advanced
Teamwork and Collaboration
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Advanced
Active Listening
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Advanced
PPE Compliance
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Advanced
Teambuilding
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Advanced
Self-Motivated
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Advanced
Analytical and Critical Thinking
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Advanced
Fast Learner
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Advanced
Can Work Under Pressure
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Advanced
Multitasking
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