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PROFESSIONAL SUMMARY
Administrative professional with 8+ years of experience in office administration, records coordination, and organisational support, with exposure to healthcare environments through hospital training, medical missions, and medical research data encoding.

Experienced in documentation handling, data encoding, scheduling, and confidential information management in structured institutional settings. Has practical exposure to hospital workflows and community healthcare programs through Adventist Medical Center training and medical outreach participation.

Seeking a role in Health Administration, Patient Services, Health Information Support, or Medical Records Assistance in Australia.


CORE COMPETENCIES
· 
· Administrative Support & Office Operations
· Data Encoding & Records Management
· Confidential Information Handling
· Medical Research Data Encoding Support
· Health Information Exposure (Training & Volunteering)
· Patient Data Documentation (Research Context)
· Scheduling & Coordination
· Event & Program Management
· Microsoft Office (Word, Excel, PowerPoint)
· Communication & Stakeholder Coordination
· Fast Learning in Healthcare 


PROFESSIONAL EXPERIENCE

Administrative Assistant I
North-Central Mindanao Conference
November 2019 – Present
· Provide administrative support for institutional operations and program coordination 
· Manage documentation, scheduling, and internal communication tasks 
· Assist in records management and data encoding activities 
· Coordinate events, meetings, and institutional programs 
· Support reporting and administrative workflow processes


Healthcare Exposure & Training & Volunteer Experience
Adventist Medical Center – Iligan, Philippines
· Completed training in medical office procedures and hospital administrative workflows at Adventist Medical Center – Iligan 
· Gained exposure to patient registration, records handling, and hospital documentation processes 
· Assisted with basic administrative tasks in a hospital setting during training period 
· Participated in medical mission outreach programs, supporting patient registration and coordination 
· Helped organize and support logistics for community-based healthcare activities 
· Developed understanding of confidentiality, accuracy, and patient service in healthcare environments


Medical Research Data Encoding Support (Part-time)
Doctor’s Research Projects – Philippines
· Assisted medical professionals by encoding patient data for research purposes 
· Prepare slides for Doctor’s Research presentation
· Ensured accuracy and consistency of encoded data 
· Maintained confidentiality of sensitive patient and research information 
· Provided administrative assistance in research documentation tasks 


ADDITIONAL EXPERIENCE
Events Coordinator & Program Host
· Coordinated and hosted institutional and community events (weddings, inaugurations, crusades) 
· Managed program flow, logistics, and stakeholder coordination under time-sensitive conditions 
Media & Communications Contributor (NCMC Hope Channel)
· Scriptwriting, reporting, and voice-over for broadcast content 
· Delivered and supported video presentations and institutional media outputs 


EDUCATION
Bachelor of Science in Office Administration
Major in Office Management
Mountain View College, Valencia City, Bukidnon, Philippines
Year Graduated: 2019
(A product of Adventist Education from Early Childhood Education to University)

KEY ATTRIBUTES
· Strong organisational and administrative ability 
· High attention to confidentiality and accuracy 
· Experience in structured institutional environments 
· Strong communication and coordination skills 
· Adaptable and quick learner in healthcare systems


REFERENCES
Available upon request

