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Maria Concepcion Borcena

	Objective
	Caregiver/Nanny

	Skills
	Provides personal care to elderly and sick 

People, assessing the current functioning of a special child, activities of daily living.  Secretary  by profession



	Summary Qualification
	Has intensive academic (classroom lecture actual demonstration, simulation) and on the job training as Professional Caregiver. Acquired and developed exceptional knowledge in Home Management with emphasis on Nutrition, Food Preparation, and Client Safety. Has been exposed to Care of the Child and Care of the Elderly both in classroom lecture and 100 hours of On the Job Training. Highly trained on Client Safety, which includes Basic First Aid, and Basic Life Support (Artificial Resuscitation, Cardiopulmonary Resuscitation). Life Saving Skills were further developed and enhanced during training at Philippine National Red Cross. Can manage workload, able to set priorities, focuses on goals, can work independently, highly adaptive personality, competent, and efficient.

	Experience
	1996 – Up to present               RITZ COMPUPLACE      Sta. Ana, Manila

Administrative  Assistant  / Secretary

· Handling all client requirements and ensure the highest quality of works

· Doubled sales in computer graphics from 50 to 100 percent.

· Handling all memos incoming and outgoing

1993–1995
ADPHOTO, INC
Bautista St. Makati City

Secretary

· Efficiency of filing is 100 percent

· Typing is 100 percent accurate that makes the sales doubled.

· Handle all the approved and non-approved work efficiently.



	
	1990 –1992
THE STUDIO/J. WALTER THOMPSON
Manila

General Secretary

· Managed to meet all the needs of the office and meet the quota in  advance.

· Managed to meet client requirements as in work traffic.

· Implemented training course for new recruits — speeding profitability.

	
	1986–1990
IMPERIAL TEXTILE MILLS
Manila

Secretary 

· Handling all the office works efficiently with no supervision

· Efficiency of the work is 100% with regards in handling client



	Educational and Work Related Training
	· PHILIPPINE NATIONAL REDCROSS
Basic Life Support – Cardiopulmonary Resuscitation Training for Health Care Provider

Standard First Aid Training

July 14 – July 19, 2003

· BLUE MANTLE (Home for the Abandoned)
On the Job Training for Pediatrics (120hours) and Geriatrics (120hours)

#0168 Barangay Calumpang

Binangonan, Province of Rizal

June 18, 2003 – July 4, 2003
· VGB CENTER FOR TRAINING AND DEVELOPMENT CORP.
Live-in Caregiver Skills Development  Program 

Caregiver Skills Enhancement Program (28 weeks)

Basic First Aid Training

Basic Life Support Training

Taft Avenue, Manila

November 25, 2002 – June 20, 2003

	Education

Other Skills 
	· 1982 – 1986             Meycauayan College                                       Bulacan

· BSC – Marketing

· 1979 – 1981          Manuel L. Quezon University                        Manila

· Two Years Secretarial

· Computer literate (MS Word, Excel, Power Point, Corel Draw and Photo shop)

· 55 WPM typing skill 



	Interests
	· Computers, surfing, reading books, watching movies, doing some crafting like decoupage, gardening

	Personal Information
	Birthdate               :  February 7, 1963

Age                       :   42 years old

Birthplace             :  Bulacan

Religion                :  Catholic

Status                   :  Single Parent

Name of Father   :   Artemio C. Borcena (deceased)

Name of Mother  :  Estrellita M. Borcena (housewife)

Height                  :  5’1”

Weight                 :  130 lbs.
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