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	gracia marie b. ronquillo
School Nurse

	Profile
Professional with broad experience in all facets of general office administration in a multi-tasking setting. Resultsoriented, highly competent, and proactive. ability to prioritize, do several jobs at once, and consistently and efficiently provide services that increase the profitability of the firm. a team member, showing great initiative, bravery, dependability, flexibility, and the ability to pick up new abilities as needed to suit the needs of the firm
Contact
PHONE:
09178047281
83664811	

EMAIL:
dexarie1127@gmail.com
Hobbies
Reading
Movie marathons
Cooking
Baking
	
	EDUCATION
Our Lady of Fatima University, Valenzuela
2004 – 2008

Children of Mary Immaculate School
2001 – 2004

Al Noor International School, Bahrain
1992 – 1998 

WORK EXPERIENCE
Dexamy Dan Trading Administrative Assistant
2009–2013 

· Reception and access control. 
· Answering incoming calls. 
· Internal sales – Order book, taking orders, phoning customers daily. 
· Check vehicle; (Daily mileage, Glass to Invoice, Cleanliness).
· Consolidate and check delivery documentation. 
· Assist with stock take and maintain stock sheets on glass & putty racks. 
· Petty cash control and weekly reconciliation. Bank account recon. 
· Ordering of depot consumables, stationery. 
· Typing and preparation of spreadsheets for sales reports/sales history etc. 
· Typing of letters and correspondence. 
· Maintain daily & weekly sales figures and distribute. 

AMD Grades Plastic and Industrial Supply Administrative Assistant
2013–2022

· Provides administrative support to ensure efficient operation of office. 
· Answers phone calls, schedules meetings and supports visitors. 
· Carries out administrative duties such as filing, typing, copying, binding, scanning etc. 
· Completes operational requirements by scheduling and assigning administrative projects and expediting work results. 
· Makes travel arrangements for senior staff such as booking flights, cars, and hotel or restaurant reservations. 
· Exhibits polite and professional communication via phone, e-mail, and mail. 
· Supports team by performing tasks related to organization and strong communication. 
· Develops administrative staff by providing information, educational opportunities, and experiential growth opportunities. 
· Ensures operation of equipment by completing preventive maintenance requirements, calling for repairs, maintaining equipment inventories and evaluating new equipment and techniques. 
· Provides information by answering questions and requests. 
· Maintains supplies inventory by checking stock to determine inventory level, anticipating needed supplies, placing and expediting orders for supplies. 
· Contributes to team effort by accomplishing related results as needed.  

Our Lady of Fatima University Quezon City School Nurse
June 27,2023–October 31, 2023

· Attends to student patients.
· Organize and file patients records for future use.
· Do basic First Aid.
· Assist in transporting patients to the nearest hospital in cases of medical emergencies.
· Answers inquiries of students specially on medical requirements. 
· Assist School Physician in the Annual Medical and Physical Exam of students as well as the employees
 

SKILLS

· Proficient in oral and written communication 
· Computer Literate - Excel, Word, PowerPoint, Adobe Photoshop and Computer Troubleshooting 
· Pleasing Personality 
· Fast Learner – Both in product knowledge, specifications and details 
· Customer Service 
· Patience and Positive Outlook 
· Physical Stamina 
· Time Management
· Observation and Organization 
· Can Multi-task 
· Positive and approachable manner 
· Patient in stressful situations. Professionalism 
· Circumstantial Awareness 
· Energy Level 
· Ability to perform well in a fast-paced environment 
· Work well unsupervised 
· Able to work outdoors in rough weather conditions




						Training and Seminars 
                                                                  
                                                                       - Certificate of Completion in Early Childhood Education | February 19, 2012 
						  - Medical-Surgical Nursing Skills Enhancement Program (Clinical Practicum:480hrs) | April 3 - June 26, 2010
						  -  Medical Surgical Nursing Skills Enhancement Program (Didactic: 40hrs) | March 15-19, 2010
						  - Certificate of Completion in Occupational Health Nurse | June 17, 2024- June 22, 2024
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