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WORK EXPERIENCE

Nov 29, 2021 – present                                Makati Medical Center
                                                                       #2 Amorsolo St., Legaspi Village 1229
                                                                       Makati City

Job Summary
The Nursing Administrative Staff provides overall administrative and clerical support within the patient care unit, following established methods under the supervision of the Nurse Manager. He/she performs his/her duties and responsibilities to ensure quality outcomes and participates in the shared governance activities.

Duties and Responsibilities

Organization
1. Develops and uses systems to organize and keep track of information or work progress.
2. Prioritizes tasks in a fast paced, changing environment through frequent interruptions and changing deadlines.
3. Organizes clinical administrative supplies in the unit.
Communication
1. Utilizes established lines of communication to ensure consistent and appropriate dissemination of information.
2. Coordinates unit activities including, but not limited to, the following:
2.1 Receives hand over from the out-going Charge Nurse and /or Nursing Administrative Staff.
2.2 Schedules and coordinates patient’s referrals and appointments with other consultants in their respective clinics. Notes the name of a person to whom messages are left.
2.3 Follows up results of all diagnostic procedures and laboratory works of patient, and incorporates printed results in the patient’s medical chart.
2.4 Relays results to Attending Physician as delegated by the Charge Nurse/Bedside Nurse.
2.5 Schedules patient’s/relative’s request for baptism, confession, communion, anointing of the sick and final blessing with Pastoral Care/Chaplaincy.
Service Delivery
1. Acts as receptionist in the nursing unit
1.1 Greet patients’ relatives, visitors, and other members of the healthcare team with proper courtesy and attention.
1.2 Provides directions and non-medical information to visitors.
1.3 Receives and appropriately channels incoming calls; provides correct pertinent information promptly and with utmost courtesy.
1.4 Listens to paging system and notifies people concerned in his/her unit.
1.5 Maintains orderliness in the unit.
2. Responds with courtesy, clarity and accuracy to inquiries.
3. Ensures that all patient, visitors and guests, as well as co-workers receive personalized, prompt attention and are treated with receptiveness, dignity and respect
4. Applies due diligence and sound judgement when responding to requests and dealing with confidential information.
Adaptability
1. Utilizes MMC code of Conduct to guide performance of duties and responsibilities.
2. Demonstrates awareness and knowledge of patients’ rights.
3. Works creatively within standard procedures and upholds patient/family confidentiality within legal and regulatory limits.
4. Demonstrate strategies to manage situations involving stress or change.
Technical
1. Monitors, coordinates and properly documents the admissions, transfers and discharges of patients within the assigned unit.
1.1 Tags immediately unoccupied/occupied rooms/bed using the Dashboard.
1.2 Notifies promptly the Attending Physician/s through Viber message about his/her patient’s admission, discharge, and/or transfer to another unit.
1.3 Accomplishes and updates logbook for admission, transfer-in, transfer-out and discharge for non-EMR patient
1.4 Checks completeness of discharge document and assists patients in the completion of the forms as necessary.
1.5 Forwards the signed discharge documents to the Billing Section.
2. Checks accuracy of identification (ID) bands of patients admitted in the unit.
3. Updates document and files records within the unit.
3.1 Keep records of weekly requisition of unit supplies, loaned equipment, and equipment for repair.
3.2 Prepares and attaches all form in the chart for admission. Ensures that all forms are properly labeled or with electronic-generated identifier.
3.3 Updates patient charts daily to conform with Medical Records’ standard chart arrangement.
3.4 Checks completeness of the data sheet, i.e., with written final diagnosis and Attending Physician’s signature, to facilitate preparation of medical certificate as requested by patient.
3.5 Brings charts of discharged patients to Medical Records.
4. For EMR units:
4.1 Assist in resource management through patient supplies assignment.
4.2 Monitors and relays pending laboratory or diagnostics procedures in EMR.
Others
1. Performs hand hygiene and ensures strict compliance at all times to achieve the hospital’s hand hygiene goal of 100% compliance.
2. Attends mandatory education programs to develop and maintain skills and knowledge.
3. Perform assign role in hospital emergencies, fire and disaster.
4. Performs other duties that may be assigned by the immediate superior from time to time.
    
 

June 14, 2021 – Nov 13, 2021                      Accenture, Inc.
                                                                       East Wood City Cyberpark Bagumbayan                                                                                                    
                                                                       Quezon 1110 Quezon Philippines                                                                      
                                                                  
SW/App/Cloud Tech Support Associate
Problem solvers with a people focus. Software/Application/Cloud Technical Support professionals act as the ongoing interface between the client and the system or application. Dedicated to quality, they use their exceptional communication skills to keep our world class systems running and our clients happy. Fine-tuned interpersonal skills mean they can accurately define a client issue and deep product knowledge means they can interpret and design a resolution.

MANAGEMENT LEVEL DESCRIPTORS
Complexity (Degree of difficulty of an assignment or the level of problem-solving assessment and resolution required, as measured by degree of problem-solving, strategic vs. routine focus, and stakeholder interactions (e.g. – Executives, Supervisor, etc.)): 
•Requires solving of routine problems, largely through precedent and referral to general guidelines.
•Interaction is within own team and direct supervisor.

Authority (Power to influence or complete assignments independently, and ability to make decisions, as measured by latitude to devise work products or plans, reliance on instruction, and decision-making ability): Requires detailed to moderate level of instruction on daily work tasks and detailed instruction on new assignments.

Impact or Decision Impact (Risk or consequences in the event of failure, as measured by range of expected impact such as within a team or across a team or area of responsibility and level of risk): Decisions impact own work.

Scope (Degree of accountability for assigned tasks, our clients and/or the organization, as measured by size of work effort and scale of entity and/or program): Individual contributor as a part of a team, with a predetermined, focused scope of work.

Key Responsibilities
Manage delivery for IT production systems and services 
•Drive incident, issue and outage management, investigation and restoration
•Monitor systems and trends and prevent occurrence of incidents, problems and errors and improve overall performance 
•Schedule, track and facilitate acceptance of changes to the production environments by using the applicable Configuration Management, Change Management and Production Service Readiness processes

Sept 26, 2016 –Sept 25, 2019                       Armed Forces Hospital Southern Region
                                                                       Tehama International School
                                                                        P.O. Box 101 – Khamis Mushayt, K.S.A.

Secretary
Job Summary: Responsible for a variety of clerical and support work involving both specific routines and defined policies and procedures; works cooperatively with staff; parents and students and performs other administrative duties as assigned.

Duties and Responsibilities:
· Acts as the receptionist and official timekeeper of the school.
· Deal with all incoming telephone calls. These involve any staff, to put the message details in the staff member’s pigeon hole with a note to that effect notice board.
· Forward appropriate calls to the Principal, or in her/his absence. Deal with them appropriately.
· Make necessary follow ups to the appropriate office where job orders were placed.
· Deal with all daily registration forms everyday and checking up on any pupil not accounted for.
· Arranges transportation for the staff and students.
· Prepare and print class registers monthly and certificates appropriate for the request of staff, parents and students.
· Communicate to the Principal any unusual situations such as substance abuse, child abuse, child neglect and severe medical conditions and tag such in the incident report book.
· Prepare/copy and print out the required term registration forms, exam papers, school calendar, staff handbooks and student handbooks.
· Complete the daily typing tasks prepared for action by the Principal.
· Responsible for the completion of all information relating to the registration of pupils for the submission of the monthly update of any pupil arrivals and departures. Likewise to communicate with the Finance Department to adjust such record of the student’s statement of account.
· Preparing and printing all forms needed for reports.
· Responsible for the completed submission of all monthly timesheets.
· Collect and prepare all necessary paper work visas, iqamas and leave applications.




November 9, 2015 – May 9, 2016                  Our Lady of Caysasay Medical Center
                                                                         V. Ilustre Ave., Lemery, Batangas

Document Control Specialist
· Responsible for overall coordination of controlled documentation within the company.
· Responsible for managing company documents and ensuring accuracy, quality and integrity.
· Store, manage and track company documents. Scan, image, organize and maintain documents. 
· Maintain and control a computer database of all filed documentation that ensures fast retrieval of documents.
· Perform clerical typing duties to generate documents as necessary.
· Other duties may be assigned as deemed necessary by the supervisor.



January 25, 2015 – August 11, 2015               Anabeeb Services Co. W.L.L Qatar
                                                                           Oil and Gas Industrial Area
Administrative Assistant
· Reporting to the Department Manager.
· Responsible for all the administrative duties.
· Prepare expense reports.
· Maintain office calendar to coordinate work flow and meetings.
· Maintain confidentiality in all aspects of client, staff and agency information.
· Interact with clients, vendors and visitors and answer phone calls and transfer to appropriate staff member.
· File and retrieve organizational documents, records and reports. 
· Create and modify documents such as invoices, reports, memos, letters and financial statements using word processing, spreadsheets, database and / or other presentation software such as Microsoft Office or other programs.
· May conduct research, compile data and prepare documents for consideration and presentation to the Department Manager and staff.
· Set up and coordinate meetings and conferences and prepare agendas and make arrangements for meetings.
· Support staff in assigned project based work.

March 15, 2010 – February 7, 2015               St. Luke's Medical Center – Global City
                                                                         32nd St., Bonifacio Global City, TaguigCity

Administrative Assistant
Administrative
· Issuance and / or preparation of service report forms, gate passes, equipment stickers, requisition and issuance slips, purchase requisitions, cash advance slips, requests for payment and other communications required by the division.
· Acceptance, segregation and filing of certificates of exclusive distributorship, certificates of product registration, delivery receipts, purchase orders, sales invoices and warranty certificates.
· Receiving of job requests, calls, inquiries and other communications pertaining to repairs and maintenance of the division.
· Preparation of monthly staffing / scheduling and emergency staffing of the division.
· Scheduling of supplier's / contractor's meeting with the division.
· Submission of weekly, monthly and annual accomplishment reports.
· Monitoring of the division's compliance to the hospital's Environment of Care (EOC) standards.
Technical
· Receives, stores and issues repairs and maintenance supplies, spare / replacement parts, tools and testing equipment.
· Perform inspection, classification, inventory and custody of repairs and maintenance supplies, spare / replacement, parts, tools and testing equipment
· Determines repairs and maintenance supplies, spare / replacement parts, tools and testing equipment stock age requirement and ordering same.
· Maintains tracking system for repairs and maintenance usage for variance reporting.
· Ensuring delivered items are as specified in the purchase requisition by checking upon receipt of deliveries from suppliers.
· Ensuring testing equipment are calibrated before their calibration due date.
· Handles document processing required by the immediate superior.
Scopes and Responsibilities
· Receipt / issuance / facilitation of all repairs and maintenance communications of the division.
· Receipt, storage, issuance, inspection, classification, inventory and custody of repairs and maintenance supplies, spare / replacement parts, tools and testing equipment needed for the operational requirement of the division.
· Staffing and scheduling of BIOMED associates and of the suppliers / contractors.
· Strict compliance to EOC standards and practices.
Accountabilities
· All purchase service report forms, gate passes, equipment stickers, requisition and issuance slips, purchase requisitions, cash advances, requests for payment and other communications required by the division.
· All repairs and maintenance supplies, spare / replacement parts, tools and testing equipment of the division.
· All reimbursable expenses that are incurred by the division.
 
March 16, 2009 – March 22, 2010                NCO/RMH Teleservices Asia Pacific, Inc.
                                                                       Kalayaan Ave. Bonifacio, BGC, Taguig City        
                                                                       
Administrative Assistant
· Type/Log in all employees name in the database who use the equipment, facilities and sleeping quarters.
· Photocopying and filing of documents and log sheet.
· Assists agents need if they have reservations or requests in using recreational facilities for their account or department events.
· Responsible for creating weekly report in all recreational stations.
· Maintain regular consistent and professional attendance and punctuality.
· Responsible for making incident report if needs arises.
· Handling equipments, surfing stations and sleeping quarters and make sure that they are all in good condition.
· Establish and nourish efficiency on working relationship with co-workers, supervisors and others.
· Communicate and give ideas on what event to do for the agents/employees to enjoy and taking pleasure on a stressful daily basis of their work.


April 2, 2007 – June 30, 2008                      Security Bank Cards Corporation
                                                                       114 Valero St., Salcedo Village, Makati City
Business Development Group - Operations
Operations Assistant
· Card Activation (pre approved accounts)
· Verifies information of Customer Info Sheet versus/against Customer Service Module (company system)
· Endorse accounts for activation
· Billing (cancellation and enrollment)
· Consolidates enrollment and cancellation request
· Updates continuous billing system
· Coordinates with company’s merchant partners

Corporate Services Division – General Services Division
Administrative Assistant
· Procurement of urgent requirements and marketing related items
· Monitor inventory level of merchandising or marketing materials
· Prepare blank card monthly inventory and issuance report
· Check accountabilities of resigned employees for clearance form processing
· Release blank cards to Card Embossing Unit
· Conduct monthly physical-count of each type of blank card and submit report to the Unit / Dept. Head
Purchasing Assistant
· Coordinate with SBC – GSD regarding pending purchase requests.
· Coordinate with suppliers for the preparation of purchase order forms
· Receive / inspect products being delivered against sales invoice 
· Assist CSD Head in accreditation of suppliers
· Conduct annual evaluation of all accredited suppliers
· Perform other tasks assigned by superiors  

October 17, 2006 – March 17, 2007               Cebuana Lhuillier Services Corporation
                                                                         1600 Baler St. corner Pililia St.,
                                                                         Brgy. Valenzuela, Makati City
Technical Staff 
· Duly in-charged in the authorization and disbursement on system based (internet, on-line, centralized systems) on different international money remittance.
· MONEYGRAM INTERNATIONAL
· XOOM
· TRAVELEX
· Make decisions on the disbursement and authorization of a given transaction upon representation of proper identification 
· Make a report for the total transactions received and completed within a specific period of time
· Process amendments and correction on domestic remittances on different payout branches and seek approval from concerns
· Coordinates on International Tie-ups (partners) in needed circumstances

REFERENCES
Mr. Graham Naidoo
Principal
Tehama International School
+27832868632 / +966504533586

Mr. Mark Aguinaldo
Department Manager
CV-Telemetry
+639493441441
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