ROSARIO                  ROSARIO.197574@2freemail.com    



OBJECTIVES



· To work in a reputable establishment.
· To assist the facility achieve its mission and objectives through my proficient skills in customer service.
APPLYING FOR



Receptionist
            Customer Service

WORK EXPERIENCE


Patient and hotel visitors have one thing in common; they are clients or customers. Although the setting is different, my job is to make sure patient service at its best is given to each one of them. 
The items below are my previous job descriptions:
I.
Job Description:



Medical Records Supervisor


Employer:




Managed by: Dallah Healthcare Company

Hospital:




Al Khafji Joint Operations Hospital - JCIA







April 1, 2011 – March 8, 2013


II.
Job Description:



Medical Records Supervisor

Employer:




Saudi Medical Company


Hospital:




Al Khafji Joint Operations Hospital








January 1, 2004 - present

III.
Job Description:



Medical Records Supervisor







ICD Coder


Employer:




General Arabian Medical Allied Services


Hospital:




Arabian Oil Company Hospital








September 26, 1999 – December 31, 2003

IV.
Job Description:



Medical Records Deputy Officer


Employer:




Rezayat Medical Services


Hospital:




Al Qatif Central Hospital (MOH)








June 8, 1990 – September 1999

Duties and Responsibilities:

· Lead the team working in the Department.

· Act at all times in a manner that provides a positive role model for the less senior members of staff in the hospital.

· Work within the context of the company’s values and beliefs framework. 

· Comply with all policies and procedures relevant to the area contributing to or leading policy development and review.

· Seek out opportunities to improve service quality, designing and implementing processes to measure performance.

· Ensure confidentiality and security of the medical record and the information contained therein.

· Managing the work of any assigned staff ensuring the required standards are maintained at all times of day and night.

· Assess staff competence and implement effective “on the job” training..

· Promote positive working relations, optimal staff safety welfare and development.

· Establish, organize and manager medical record department with appropriate system that can provide an effective service in the hospital.

· Develop policies and procedures relating to medical record department in accordance with MOH system.

· Assist medical record committee and design and develop different forms required for hospital use.

· Review the medical records of out patients, admitted patients and emergency to ensure that it include all the important documents and pertinent information.

· Participate and assist in quality assurance, utilization review infection control and other committees and programs.

· Observe professional ethics and protect confidentiality of information from unauthorized and keep medico legal records under safe custody.

· Maintain and protect medical records in accordance with the policies related to preservation and destruction. 

· Cooperate with medical, nursing, heads of department, patients,  health agencies, other hospitals and legal authorities for smooth and efficient functioning of the hospital in general and medical records department in particular.

· Participate in educational programs such as seminars, workshops and conferences related to medical record profession.

· Carry out any other duties and functions related to medical records services as instructed by the Chief Administrator.

V.
Job Description:




Medical Records Technician/Clerk

Hospital:





Saint Lukes Medical Hospital









April 1986 -
May 31, 1990


Duties and Responsibilities:
· Retrieval and preparation of charts for all out-patient clinics. 
· Filing of all charts returned from OPD Clinics and Emergency Room.

· Sorting of all laboratory results and careful filing on the charts.

· Dealing with telephone enquiries and requests for files as necessary.

· Maintaining fullest confidentiality of the Medical Records Department.

COMMITTEES/ORGANIZATIONS AND POSITION HELD




Medical Record Committee



Member


Mortality and Morbidity Committee


Member


Quality Improvement Committee


Member


JCIA Chapter (MCI)


 

Chairman

            JCIA Chapter (PFR) 




Co- Chairman


HMIS Implementation




Member


OPD Appointment Working Group


Member


Laboratory Working Group



Member


Hospital Program/Projects:



Member/Organizer

TRAININGS


Customer Plus Training

Audit Tool  (clinical file) Trainor


KJO Hospital

Medical Terminology and International

Al Jubail General Hospital


Classification of Diseases and Surgical

KSA
Procedures

Training Program in Medical Records

Qatif Central Hospital










KSA
SPECIAL SKILLS


Proficient in computer applications skills

Proficient in preparing Hospital Statistics


Hospital Management Information System
PERSONAL




Date of Birth:





March 6, 1966


Gender:





Female


Civil Status:





Married


Nationality:





Filipino

EDUCATION



Bachelor of Science in Physical Therapy

June 1986 – March 1988

Under graduate-2nd year college

Emilio Aguinaldo College, Manila



Bachelor of Science in Business Administration
June 1982 – March 1986


Major: Management


UST, Espana Manila
