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                                                             Vanessa L. Namoc
Rm # 107 Al Waleed Building, Barsha Dubai, UAE

Baning_0822@yahoo.com.ph    mobile no. 00971552219597

Objective: To acquire a position in your company as a personal assistant/secretary/receptionist wherein I can utilize my skills and capabilities in providing quality services.
Qualifications: Professional, resourceful, energetic, with good inter-personal skills, can work well along with others, organized, flexible to deal with other task, communicate in English effectively, both in writing and speech, tactful, accurate, conscientious attitude, emotionally and mentally stable.
· Computer literate: MS word, Powerpoint, Excel, Photoscape

· Good in both writing and speaking English

· Studied Leadership & management as part of Nursing curriculum

· Philippine Nurse Licensure Board Exam Passer last December 2009

Education:

Bachelor of Science in Nursing, 2009 (Fresh Graduate)



Liceo de Cagayan University, Philippines




Major in Nursing




Medical Transcriptionist (160 hours)




Capitol University, (TESDA), Philippines




Major in Medical Transcriptionist

Experience:



LEADERSHIP & MANAGEMENT EXPOSURE- STAFFING (2008-2009)



Exposed in Bethel Baptist Hospital, Malaybalay City


COMMUNITY HEALTH NURSING (2008-2009)



Exposed in Opol Health Center, Misamis Oriental

EMERGENCY ROOM (2008-2009)


Exposed in Cagayan de Oro Medical Center (NMMC) and Polymedic General   Hospital- MAIN

INTENSIVE CARE UNIT (2008-2009)


Exposed in Cagayan de Oro Medical Center (NMMC) and Polymedic General Hospital- MAIN


EYES, EARS, NOSE, THROAT WARD (2007-2008)



Exposed in Northern Mindanao Medical Center (NMMC)


PSYCHIATRIC WARD (2007-2008)



Exposed in Babista Psychiatric Hospital and Davao Medical Center


ORTHOPEDIC WARD (2007-2008)



Exposed in Northern Mindanao Medical Center


SURGICAL WARD (2007-2008)



Exposed in Northern Mindanao Medical Center


REVERSE ISOLATION WARD (2007-2008)



Exposed in Northern Mindanao Medical Center



OPERATING ROOM (2007-2008)

Exposed in Northern Mindanao Medical Center, Malaybalay Provincial Hospital and Davao Medical Center



DELIVERY ROOM (2006-2007)



Exposed in Northern Mindanao Medical Center and Malaybalay Provincial Hospital



OB-GYN WARD (2006-2007)

Exposed in Northern Mindanao Medical Center, Oro Doctors Hospital and Malaybalay



Provincial Hospital



BASIC LIFE SUPPORT (2006-2007)



Cardiopulmonary resuscitation seminar done in Liceo de Cagayan University
Oro Oxygen Corporation




Makati, Philippines




Executive Assistant

· Prioritize and manage the executive’s functions and daily activities, managing their schedule, dealing with calendar issues. 
· Practical Arrangements: travel reservations, handling expenses, making appointments, arranging meetings. Secretarial Functions: receiving, composing and editing letters, memoranda and general correspondence, taking and distributing minutes of meetings, managing records, maintaining contacts. 
· Preparing Documents: material for board meetings, presentations, charts, departmental reports. Right-
· Hand Person: anticipating needs, dealing with the unexpected, acting as liaison between Executive and staff, handling confidential matters.
Stressfree Services Corporation

Century Plaza, Cebu City, Philiipines

Receptionist (Part-time)

· Meeting, greeting, and welcoming visitors
Entering visitors details into the visitors log book
Assist visitors fill out visitors pass, and issuing of visitors pass
· Assisting new employees as well as old ones in some cases with provision of ID badges, time sheet, rotas, photocopying, sending fax messages, posting notices and mail distribution.
· Taking incoming telephone calls, dealing with such calls promptly in a professional manner, and re-directing appropriate calls to other individuals or departments within and outside the establishment.
· General administrative duties including photocopying, invoicing, collecting cash and other forms of payments from customers if necessary, filing, booking and organizing board and/or meeting rooms, ordering stationery, dispatching and accepting mails and couriers services (parcels).
References:




CARL B. DY




Telephone No. : 899- 4401- 0922830215
 Email : ooc_corp_coo@yahoo.com 

Position: Vice president, Chief Operating Officer 
Company : Oro Oxygen Corporation 
Relationship : Boss   
GLENN PATRICK LIM

Telephone No. : 0917- 3001031 
Email : glsidmug@yahoo.com 
Position : President 
Company : Stressfree Services Corp. 
Relationship : Boss  
Mr. George Michael Lim, RN, MAN

Polymedic General Hospital Head Nurse II
Dr. Simer E. Belacho, MD, MPA- Medical officer VII, RLED Department of Health, Cagayan de Oro City, Philippines

Dr. Lourdes P. Cuamag, MD

 Brokenshire College Instructor
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