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CAREER OBJECTIVE

	
	To work in a challenging job in a reputable organization, where all my skills are employed and further enhanced.
	


QUALIFICATIONS
· Co-operative in team and group work 

· Good communications skills

· Hard worker, can work under pressure

· Flexible, energetic, ambitious

· Fast learner    

EXPERIENCE
Al Mafraq Hospital                                                      Jan 2014 – Present
Abu Dhabi, U.A.E
PATIENT ACCESS REPRESENTATIVE
A Patient Access Representative refers to a member of a hospital's administrative staff who is concerned with the provision of support to patients. These professionals act as a link between patients and the hospital and they are accessible to give out helpful resources to patients, so as to make them realize their rights and help in resolving complaints.
Job responsibilities include:
· Greets patients, reviews process, and schedules appointments for exam or follow up.

· Assembles all data and documents required for complete patient registration, including, but not limited to pre-admission, admission, pre-registration, and 

registration functions; completes all insurance verifications and authorizations. 
·  Assesses patient financial responsibility and collects co-pays, co-insurance, out of pocket, share of cost and/or deductibles at time of admission. 
· Screens admissions and informs referring physician offices, patients and their families about hospital policies and procedures regarding method of payment sources for services rendered. 
Al Hilal Bank.                                                                 OCT 2012 – DEC 2013
Abu Dhabi, U.A.E
Department: Change Management.

Position: Data Quality Analyst
Job responsibilities include:

· Perform duties as data quality analyst and ensure that the organizational data complies with the set standards of accuracy, legality and authenticity.
· Make certain the errors or inefficiencies detected within the data are 

· Corrected immediately to ensure timely completion of projects.
· Customer mandates files auditing.

· Verify data and modify data where necessary.
Korean Embassy                                                           MAR 2012- SEP 2012
Abu Dhabi, U.A.E

· Private assistant for the first secretary in the Embassy

(Attend to meeting, phone calls, emails) and as private translator from Arabic to English.

· Efficiently managed all important telephone calls – Collected and sorted mail, screened and initiated telephone calls.

· Maintained daily tasks list – Arranged meetings and made appointment with individuals on a priority basis.

· Planned and supervised all personal travel arrangements including: Air travel, ground transportation and accommodations.

· Planned the time table schedule of business, personal and weekend events.

· Collaborated with key management personnel to assist in arrangement of special events.
Creative City Landscaping Company                      APR 2011 – FEB 2012
Al Ain, U.A.E
· Foreman: Responsibilities include all operations, procurement, scheduling, quality control, and production/pre-production, reporting status and progress and chairing meetings. Extensive knowledge in interacting with architects, owners, building inspectors, utility representatives, and subcontractors. Other duties: Examining and inspecting work progress, equipment and construction site to verify safety and ensure that specifications are met, analyzing and planning installation and construction of equipment and structures, conferring with supervisory personnel and subcontractors to discuss such matters as work procedures, complaints, and construction problems, and contracting workers to perform construction work in accordance with specifications.
· Public Relations Officer : with experience in labor documentation and trade license procedures
Royal Jordanian Airlines



           2007 – 2010
Amman, Jordan
Position: Cabin Crew
· Responsible for the safety and comfort of passengers.

· Doing routine safety checks before takeoff. 

· Welcoming passengers as they board the plane and helping them find their seats. 

· Helping passengers load and also unload luggage from the overhead lockers. 

· Dealing with high-net worth individuals in a professional and mature manor.

· Making sure that the airplane is clean and tidy before passengers come on board.

· Demonstrating to the safety procedures to follow in a emergency situation. 

· Circulating and collecting customs and immigration documents from passengers. 

· At the end of a journey completing a flight report recording any incidents. 

· Promoting the sale of duty-free products.

· Dealing with difficult passengers & situations politely but firmly.
EDUCATION
Diploma in Travel and Tourism.
 American Academy, Jordan
2005-2007

Diploma in Business (Accounting).
 Yarmouk University, Jordan
2003-2005

High School Certificate.                 
Amman, Jordan         

2001-2002

CERTIFICATES AND PROFESSIONAL DEVELOPMENT
· English language (2 months in 2007 through American Academy).

· Training course in dangerous goods (3 days annually from 2007 until 2009 through Royal Jordanian Airline).

· Training course in security (3 days annually from 2007 until 2009 through Royal Jordanian Airline).

· Training course in crew resource management (CRM) (3 days annually from 2007 until 2009 through Royal Jordanian Airline).
COMPUTER SKILLS
· Proficient in MS Office including Word, Excel, Outlook, PowerPoint
LANGUAGES 
· English fluent: Written and spoken

· Arabic: native language

ADDITIONAL INFO 
Nationality:     

Jordanian

Date of Birth:  

09 June 1985




Visa Status:    

Resident Visa

Driving License: 
Valid UAE/Jordan License 
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