Dear Sir/Madame,
This is intended as my application letter.
I am presently working as a private caregiver in a residential home taking care of an elderly person who was a stroke patient two years ago. This work experience is helping me in obtaining knowledge and skills that will be useful for me to become an effective, reliable and reputable caregiver. Since I am new to this job, every day is a learning experience to me, and this learnings serves as guide in order for me to provide the best possible care and support to my client. I assist my patient in doing her Activities of Daily Living, administer medications, help in meal preparation and having a "we time" which is a listening and sharing routine, wherein me and my patient will just sit down to talk, listen and do activities that will be beneficial to her and even me. In addition, one important lesson that I learned in this work is to value the individuality of a person with respect, appreciation and dignity. Furthermore, as I gain experience and progress in this work I can say that I am called in this field to provide the best care and support to other person.
Prior to this, I worked overseas in the United Arab Emirates for more than 10 years. My last employment there was as an Office Administrator to an Indian owned construction company. I worked for the company for more than six years handling the day to day activities of the office. During my work rest days, I did part time jobs like baby and child sitting, etc. Then came the pandemic, our company was affected by it and I decided to go back home (Philippines). That is the turning point wherein I realized that there was a need of healthcare personnel who can provide care to others that is why I took up caregiving training.
I finished Caregiving NC II training here in the Philippines. This educational training and experience introduced me to different healthcare strategies and procedures. This course also served as a refresher since I took up B.S. Psychology during college wherein I studied about the different behavior of a person, topics on mental health, etc. Also, we were given 240 hours of on the job training in the institution which gave me a chance to apply what I have learned during the whole course.  
In addition, I have also National Certificate II in Caregiving issued by Technical Education and Skills Development Authority (TESDA) as well as certificates in Standard First Aid, Basic Life Support - CPR with AED under Philippine Red Cross and Basic Nursing Skills conducted by Helping Care Connection - Philippines.
I am very excited to further discuss the information that I have provided. I am looking forward to hear from you. Thank you for your time to read my application.

Sincerely yours,

Cezile C. Caputol
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552 Sixto Castillo St. Brgy. 7 Tanauan City, Batangas, Philippines 4232
cezile.castillo06@yahoo.com
+63936-9936232

QUALIFICATION SUMMARY:
A top-notch employee with working experience as a Home Support Worker, Administration Officer, Documents Controller and Human Resources Associate in Construction, Consultancy, General Trading and Manufacturing industries requiring strong organizational, technical and interpersonal skills. Able to comply with minimum supervision and relates to clients and co-workers professionally. Pay attention to details and ensuring that the assigned area of responsibility is completed efficiently. Maintain good communication skill, problem resolution abilities, positive attitude towards change and able to handle multi-tasking tasks effectively. Compassionate, can work under pressure, upholds and preserve confidentiality at all times and eager to learn new things as needed.
PROFESSIONAL EXPERIENCES:
Caregiver (Home Support Worker)
Private Home
Sto. Tomas City, Batangas Philippines
July 2022 to Present

· Duty to provide non-medical home care service to elderly patient. 
· Assist patient in performing patient’s Activities of Daily Living with personal hygiene and grooming (bathing, oral hygiene, and toileting).
· Ensure that all medication is administered and follows the procedures as advised.
· Provide companionship, homemaking, transporting client to appointments, shopping, etc.
· Facilitate stimulating and learning activities.
·  Ensures health and safety standards are maintained.

Administration Officer
M/s Athi Contracting LLC
Dubai, United Arab Emirates
July 2014 to September 2020

· Assigned in all Office Administrative works.
· Ensures that the day to day activities of the Office is completed.
· Process salary of workers and ensure timely distribution of it.
· Assists Accounts department in petty cash handling and distribution and in financial audits, etc.
· Ensures orderly filing and easy retrieval of documents related to old, current and incoming projects.
· Ensures all the necessary documents required for Tender Project submission are arranged and well prepared.
· Ensures that company legal documents (Trade License, Office Tenancy Contract) are all updated.
· Arrange staff and workers contract and visas, air ticket and settlement.
· Prepares and sends enquiries to Subcontractors as per the Tender Project requirements.
· Maintains and update the calendar of Director and General Manager.
· Handles phone calls maintains office correspondences, emails, faxes and gives assistance to office clients and visitors.
· Report generation and other tasks as needed.

Secretary cum Documents Controller
M/s Archen Engineering Consultancy
Dubai, United Arab Emirates
January 2012 to May 2012

· Prepare correspondences and enquiries.
· Ensure that all office documents related to Tender is well organized and easy to retrieve.
· Assist Tender Department in preparation and submission of all documents required by Client. Ensures all the necessary documents required for Tender Project submission are arranged and well prepared.
· Handles office phone calls, faxes, emails and correspondences.

Office Administrator cum Documents Controller
M/s Al Rostamani Pegel LLC
Abu Dhabi, United Arab Emirates
July 2011 to December 2011

· Handles all administration works in Abu Dhabi Branch Office
· Assists Estimation, Contracts and Purchase departments.
· Assist Tender Department in preparation and submission of all documents required for the project.
· Ensure that the branch office legal documents (Trade License, Tenancy Contract) are updated.
· Maintains orderly filing of Project Contracts, Subcontractor Agreements and other project related documents.
· Handles office phone calls, faxes, emails, correspondences, report generation, prepare minutes of the meeting and other tasks as needed.

M/s Shapoorji Pallonji Mideast LLC
Dubai, United Arab Emirates
September 2008 2011 to May 2011

· Worked in various offices such as in:
Shapoorji Pallonji Mideast LLC – Regional Head Office
DAMAC Park Towers Site Office
Suburbia – Downtown, Jebel Ali Site Office
Centro (Rotano) Hotel Project Site Office
· Control of all documents e.g. correspondences, submittals, invoices, LPO’s, receipts, quotations, etc. in accordance with the requirements of the company Quality Policy Manual and related procedures.
· Provide administrative and clerical support services in order to ensure efficiency and effectiveness within the place of work.
· Schedule and assists applicants for interview.
· Established system to record the receipts, distribution and revisions of the documents such as shop drawings, material submittals, inspection requests, etc.
· Copy and distribute all controlled documents identified by the Project Manager / immediate Supervisor.
· Update all logs and registers of all the documents at site.
· Coordinate with the QA/QC and Planning department regarding current updates and documentations.
· Prepare correspondences to be submitted to the Client, Consultant and Subcontractors.
· Report generation and do other tasks as needed.
· Ensure that confidentiality is maintained in handling various transactions, access to records and documents and other important matters pertaining to company’s operation and business.

Secretary cum Receptionist
M/s All Well General Trading Co. LLC
Dubai, United Arab Emirates
April 2007 to July 2008

· Prepares quotations, packing list, invoices, certificate of origin, delivery order and other related documents as per the requirement of the Client / customer.
· Responsible for indexing, quick retrieval and maintenance of documents and files.
· Liable for all export and import transactions to supplier and bank.

Human Resources Information System Associate
Toshiba Information Equipment (Phils.), Inc.
Laguna, Philippines
April 2003 to February 2007

· Held a Human Resources Associate position handling more than 7,000 employees.
· Ensured timely and accurate documentation and encoding information related to HR Information System in order to support an orderly, timely and systematic report generation and timekeeping.
· Update and maintain 201 file of all employees to the company system.
· Edit and validate attendance record with corrections and assists in completion of timekeeping data for payroll every cut-off.
· Posting and adjustment of filed leaves, overtime and tardiness.
· Support other Human Resources Administration unit.




EDUCATIONAL BACKGROUND:

Caregiving NC II Training (827 Hours with 240 Hours On the Job Training)
DMMC Institute of Health and Sciences
Tanauan City, Batangas, Philippines
July 2021 to March 2022



Bachelor of Science in Psychology
Far Eastern University
Manila, Philippines
June 1999 to March 2003

PERSONAL INFORMATION:

Date of Birth:	 January 6, 1983
Gender:               Female
Civil Status:         Married
Nationality:         Filipino
Height:                 5’2
Religion:              Roman Catholic

OTHER INFORMATION:

· Attended Training for Standard First Aid, Basic Life Support - CPR with AED under Philippine Red Cross
· Attended Basic Nursing Skills Training conducted by Helping Care Connections – Philippines

CHARACTER REFERENCES:
  
Mr. Jonathan M. Reyes
Current Employer
jonathanreyes04@gmail.com

Mrs. Thenmozhi Prabakaran
Managing Director
M/s Athi Contracting LLC
Dubai, United Arab Emirates
[bookmark: _GoBack]+971 50 846 7395

Mr. Govindan Prabakaran
Owner / Project Engineer
M/s Athi Contracting LLC
Dubai, United Arab Emirates
gprabakaran56@gmail.com
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