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POSITION DESIRED:
SECRETARY/ADMIN ASSISTANT/CUSTOMER SERVICE

OBJECTIVE:

To acquire a position to which I can practice and enhance my knowledge and skills in your company where I can grow professionally.


QUALIFICATIONS:
· Able to handle work pressure and accomplish scheduled task on time.  

· With high communication skills and able to maintain healthy relationships with other co-worker.
· Establish Rapport when dealing to the customer.
· Computer skills include Microsoft word, excel and basic programming using Visual Basics.

EMPLOYMENT HISTORY:
· Company

: Al Madina Recruitment
Address

: Abu Dhabi,UAE
Position

: Secretary/Office Clerk/Admin Assistant
Date


: March 24, 2011 – March 24, 2013(end of contract)
Job Description:

· Filing all documents incoming and outgoing up to date.
· Liaison with internal and external contact.
· Sending and receiving emails, scanning documents.
· Reporting to CEO and Manager and assists in all their needs.
· Responsible for running office/filing system
· Updating and uploading the application in database website.
· Entertain in and out client politely.
· Responsible for answering telephone calls for the client’s needs.
· Dealing with other staff visitors, on phone or in person.
· Serves as the representative in different embassies such as Philippines, Indonesian and Bangladesh Embassy, solving the problems and coordinate with them all the concern of the candidates.
· Serves as alternate Liaison, going to Daman, Seha Medical Center, Bank and other companies.
· Built rapports with existing clients and performed marketing sales activities to prospective and enter active customers as well as screening, recruiting, testing and interviewing candidates.
· Company

: Inter-Globe Manpower & Consultancy Services Inc.
Address

: Intramusros Manila,Philippines
Position

: Head Department/Office in  charge
Date


: October 15, 2008 - January 7, 2011(resigned)
Job Description:

· Assists the applicants regarding for their inquiry for the said position.
· Knowledgeable in computer excel, power point, Microsoft and troubleshooting.
· Marketing researcher for the Prospective Principal.
· Counseling and conducting the orientation regarding their concern for their application.
· Politely answering the telephone calls with good manners.
· Conduct pre-employment orientation.
· Assist recruitment/hiring of personnel.
· Reporting directly to the manager.
· Responsible for the communication to the different agents abroad.
· Maintaining and monitoring the daily report of new visas for all the chosen candidates of different nationalities and coordination to the agents abroad.
· Arranging the bookings/PTA ticket of the newly hired candidates with the travel agency.
· With thorough knowledge in visa processing and procedures.
· Company

: Watson Pharmacy Drugstore
Address

: SM Dasmariñas Cavite Watson Mall 2,Philippines
Position

: Pharmacy Assistant

Date


: May 12, 2008 – October 15, 2008(finished contract)
Job Description:

· Assists the customer as soon as they arrived in Drug Store.
· Give or desfense the medication in right customer.
· Familiar the different kinds of drugs and their function.
· Know the Generic name and Brand name of the drug and their usage and dosage.
· Familiar the hand written Prescription of the Dr. 
· Familiar the right places of medication.

ON JOB TRAINING:

· Bacolod Our Lady of Mercy Specialty Hospital 

· The Doctor’s Hospital Inc, 

· Corazon Locsin Montelibano Memorial Regional Hospital 

· Teresita Jalandoni Provincial Hospital 

· Dr. Gumersindo Garcia Memorial Hospital 

· San Carlos City Hospital 

· Ignacio L. Arroyo Memorial Hospital 

· Valladolid District Hospital 

Job Description:

· Perform ECG in patients from Emergency Room department ward department and Intake and Output patients.
· Assist in the implementation of hospital regulations and policies.
· Assist patient’s personal needs and gives particular attention to weak patient.
· Monitor vital sign (temperature, cardiac rate, respiratory rate, blood pressure.


EDUCATIONAL BACKGROUND:

· Tertiary 


:(2003-2007)
►Bachelor of Science in Nursing

    University of Negros Occidental Recoletos

    #51 Lizares Bacolod City,Philippines
· Secondary

:(1999-2003)
►Madridejos National High School

    Madridejos Cebu,Philippines
· Primary

:(1993-1999)
►Atop-Atop Elementary School
    Atop-Atop Bantayan Cebu,Philippines

PERSONAL INFORMATIONS:

· Date of Birth

:
22 February 1986

· Place of Birth

:
San Agustin Madridejos Cebu,Philippines


· Age


:
27 years old

· Sex


:
Female

· Civil Status

:
Single

· Passport #

:
XX 4283736
· Passport Expired
:
31 July 2014
· Citizenship

:
Filipino

· Religion

:
Christian



REFERENCES:

Certificate and Reference available upon request
I hereby certify that the above information is true and correct to the best of my knowledge and belief.

       Amalia E. Gido

AMALIA E.GIDO


P.O.BOX 114,ABU DHABI, UAE


Mobile # 055-3662068


E-mail add :� HYPERLINK "mailto:jens_022286@yahoo.com.ph" �jens_022286@yahoo.com.ph�


Visa Status:Residence Visa


                    :finished contract by March 2013











