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Successful Administrative Assistant with experience supporting program needs and managing projects with little oversight. Strong track record of reviewing and assessing processes and implementing continuous improvement initiatives to streamline office operations. 
	Skills


.

.
· Documentation and control 
· Contract negotiations 
· Database administration 
· Office administration 
· Multi-line Telephone Systems 
· Records management 
· Excellent verbal and written communication skills 
· Proficient in Microsoft Office
· Time Management 
· Strategic thinking skill 
· Problem solving skill
· Organizational skill


	Work History



	2016-02 - Current
	Administrative Officer I 
East Avenue Medical Center, Quezon City, Philippines 
· Process computerized admissions of patients.
· Updates the patient's directory and kardex for information
· Managed files and records for clients and adhered to safety procedures to prevent breaches and data misuse.
· Prepare inter-department and section communications, reply letter, office memos and order.
· Answered multi-line phone system, routing calls, delivering messages for patients and relatives.
· Responsible for accompanying the patients in their respective wards.
· Rectify data of patient through referral slip
· Reviewed hospital schedule and confirmed arrival times.
· Processes computerized census report and prepares 8 hours and 24 hours reports.
· Assists in preparations of office minutes of meeting.
· Available to step into flexible, short-term assignment whenever help is needed in related job functions as requested by the immediate supervisor.
· Performed various administrative tasks by filing, copying and faxing documents.
· Conducted patient intake interviews, recording and documenting relevant information.



	2003-06 - 2014-08
	Pharmacy Assistant 
Mercury Drug Corporation, Caloocan City, Philippines 
· Kept pharmacy counter and related areas clean, neat and organized.
· Counted and labeled prescriptions with correct item and quantity.
· Received incoming supplies and stocked in correct locations.
· Greeted customers and responded to questions with friendly, knowledgeable assistance.
· Answered customer's questions and inquiries on products and items of their interests face to face or thru phone.
· Prepared ordered items from shelves/storeroom. Issue receipts, wraps/packs items bought by customers.
· Performed POS cashiering duties and handles related administrative tasks.
· Suggested company new products on sales promos and special discounts.
· Fully responsible as to the correctness of quantity, price and description of items bought.
· Conducted daily inventory of product volume, shelf availability and movement.
· Managed order entry and prescription verification.
· Maintained cleanliness, orderliness, completion of stocks and accuracy of price tags on assigned shelves.
· Coordinated activities within the branch to attain the increased efficiency and better harmonious and professional relationship among colleagues.
· Assisted in preparations of branch minutes of meeting.
· Processed prescriptions quickly and accurately in a city pharmacy averaging 50 prescriptions daily.
· Received prescriptions for compounding and checks labels before issuance to customers.
· Available to step into flexible, short-term assignment whenever help is needed in related job functions as requested by the immediate supervisor.



	Education



	2002
	Bachelor of Science: Business Administration Major in Banking and Finance 
Pamantasan Ng Lungsod Ng Maynila - Manila, Philippines




	Trainings and Seminar Attended



	2017-03-16
	“Gender Sensitivity” 
East Avenue Medical Center, Diliman, Quezon City, Philippines




	07- 11 to 13

	“Training LED International Quality Audit Consultancy on ISO 9001:2015”
East Avenue Medical Center, Diliman, Quezon City, Philippines




	07-27 to 28
	“Root Cause Analysis with Effective Corrective Action Training Workshop - ISO 9001:2015”
East Avenue Medical Center, Diliman, Quezon City, Philippines




	06-07 to 08

	“LED Consultancy on Documentation on ISO 9001:2015” 



			      East Avenue Medical Center, Diliman, Quezon City, Philippines

