0459 278 847
edcbacoy@gmail.com
Gold Coast, QLD
SKILLS/ QUALIFICATIONS
· [bookmark: _Hlk195351435]Strong communication and interpersonal skills
· Criminal record check
· Up-to-date immunisations
· Excellent literacy and numeracy skills
· Maintains strict confidentiality
· HIPAA requirements
· Medical terminology
· Microsoft Office proficiency

Education/TRAINING

EDUCATION
Bachelor of Arts 
Communication Arts
University of Santo Tomas
1999 – 2003

TRAINING
· [bookmark: _Hlk195351456]Certificate III Individual Support (Ageing and Disability)
· First aid and CPR certification
· National Certificate II in Baking and Pastry Production
· National Certificate II in Medical Transcription
· Supplemental Data Analysis
· Basic Microsoft Excel
· Data Analytics
Work Experience

BAKER/BAKERY OWNER (Elory’s Bakery)
April 2022 to December 2023
Crafted and performed the production of multiple bread recipes
HOMEBASED CERTIFIED MEDICAL TRANSCRIPTIONIST (Acusis)
June 2017 to March 2018
Transcribed and edited medical reports remotely, emphasising adherence to quality and compliance criteria.
CERTIFIED MEDICAL TRANSCRIPTIONIST (Total Transcription Solutions, Inc.)
August 2015 to March 2017
Transcribed medical records for accuracy and completion as required by insurance companies.
HUMAN RESOURCE CONSULTANT (ANZ Global Services and Operations)
October 2012 to July 2014
Provided efficient and superior customer service to employees by promptly addressing their needs over the phone and through email channels.
QUALITY ANALYST - CUSTOMER SERVICE (West Contact Solutions, Sykes Asia, Inc.)
November 2011 to October 2012, November 2007 to September 2010
Monitored inbound calls and provided feedback to improve team member performance.
Assessed the technical competencies of customer service agents.
Sykes Asia, Inc. - CUSTOMER SERVICE REPRESENTATIVE
November 2003 to September 2007
Received and handled inbound calls with exceptional efficiency.
Profile
Personal Support Worker with 120 hours of placement providing hands-on care to clients/residents in an aged care facility. Skilled in assisting with daily activities and offering support to improve client well-being. Proven ability to deliver excellent customer service and resolve client issues. Dependable and compassionate, with a strong desire to grow in the healthcare field.

EILEEN BACOY
personal support WORKER
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