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CAREER OBJECTIVE
· Seeking a challenging position within a comprehensive and progressive institution where my practical experiences will be fully utilized.

CAREER PROFILE[image: image2.png]



· Well-trained in handling customer service and telephone calls

· Efficiency in performing the assigned task with minimal supervision

· Flexibility and versatility in rendering quality service

· Performs well in high pressure, fast-paced environment

· Maintains critical thinking skills essential to providing competent & dignified care

· Skilled in coordinating with colleagues for effective management and optimal delivery of treatment plans

PROFESSIONAL EXPERIENCE
· CUSTOMER  SERVICE EXECUTIVE___________________________
2014-22nd May 2015                                                                                             Medcare Paediatric Speciality Clinic,Jumeira (Branch of Medcare Hospital LLC)
Level: OPD
    ▪ Attend phone calls and responds promptly to patient inquiries
    ▪ Directs telephone calls to the concerned departments
    ▪ Resolves issues or complaints providing quality service
    ▪ Proficient at data entry and knowledgeable about Insurance cards
    ▪ Prepare medical insurance claim forms and documents of patients
    ▪ Reassure which insurance cards are accepted by the company
    ▪ Checks the insurance coverage of the patients as required
    ▪ Sends approval request for diagnostic, vaccination and radiology
    ▪ Follow up insurance companies for verbal and written approvals
    ▪ Reviews and checks mistakes and segregating invoices on a daily basis
    ▪ Ensure that patients are accommodated accordingly without any delay
    ▪ Skilled in billing/generating invoices and apply discount from insurance 
    ▪ Answer patient queries regarding medical insurance procedures
        (approvals and rejections)
    ▪ Helps in insurance dispatch for e-claims in a weekly and monthly basis
    ▪ Perform other duties as assigned by the HOD              
· HEALTHCARE/WARD ASSISTANT___________________________
May 2010-2014

                                                                                     Medcare Medical Centre, Mirdiff (Branch of Medcare Hospital LLC)
Level: OPD
· Assisted nurses in duties and accept specific areas of responsibility as designated by the nurse on duty and supports doctors according to service requirements. 

· Maintained satisfactory levels of stocks/supplies daily.

· Checked vital signs, height and weight monitor and physical assessment.

· Answered telephone calls in a professional manner and attends to the queries of customers.

· Multi-tasking abilities in different departments of OPD with complex responsibilities:

· Paediatric

· Internal Medicine 

· Obstetrics and Gynecology

· Dermatology 

· Cardiology

· Dental

· Paediatric Surgery (Urology)
· Orthopaedic
    ▪Called patients for appointment confirmation, approval requests and updates 
                 the doctors.
· Helped the CSEs in the front office in organizing things in the clinic.

· Trained to deal with different personalities. 

· Able to prioritize the needs and concerns of the patients.
· NURSE _
     _
____        CAGAYAN VALLEY MEDICAL CENTER_ 
  2009



                     Tuguegarao City, Cagayan,Philippines
Level :  Regional Tertiary, Teaching and Training Hospital
Responsible for pre/post operative patient management and care from admission to discharge in the various sections of the hospital.
Medical Ward

Surgery Ward

Pediatric Ward

Obstetric and Gynecology Ward

Out-Patient Department

Emergency Room

· NURSE            TUGUEGARAO CITY PEOPLE'S GENERAL HOSPITAL__    2008                                                         Tuguegarao City, Cagayan,Philippines     
Level : Secondary Hospital
Assigned in the hospital’s Emergency Room, Out-patient Department, Pediatric Ward, Obstetric Ward, Operating Room, and Delivery Room .Assisted with the admittance and discharge of patients and conducted patient assessment, patient care, medication and pain management.
                     
 LICENSURE AND CERTIFICATIONS
· Registered 
· Philippine Regulation Commission June 2008

· Renewed: September 2014

· IV Therapy License 
· Association of Nursing Service Administrators of the Philippines (ANSAP)

· November 2008

                                                                 EDUCATION
         LYCEUM OF APARRI                                                        Bachelor of Science in Nursing
              2006-2007 Aparri Cagayan, Philippines   
    
              ST. PAUL UNIVERSITY PHILIPPINES                              Bachelor of Science in Nursing

              2003-2006    Tuguegarao City, Philippines
                                                                    CERTIFICATIONS
· IV Therapy Seminar/Workshop 

· Basic Life Support: Cardiopulmonary Resuscitation for Health Care Provider

· First Aid Training Standard

· The Dialysis Procedure and IV Therapy
· Intubation and Tracheotomy Care

· Safe Drug Administration

· Diabetic Ketoacidosis

· Post Craniotomy Care

· Isolation Precaution

· Peritoneal and Hemodialysis

· Critical Care Updates

· Critical Stroke Management

· Dysrhythmia and Post  Arrest Care

· Hemodynamics Monitoring

· Cancer Treatment Modalities and Your Responsibilities

· Fluid and Electrolyte Replacement

· Mechanical Ventilation

EXTRA CURRICULAR ACTIVITIES
· Member, Ambassador
School of Health Sciences, St. Paul University Philippines
· Member,   Red Cross Youth
School of Health Sciences, Saint Paul University Philippines 
VISA STATUS: Resident
