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​​​​​​​​​​​​​
Seeking employment to obtain a position that will enable me to use my strong organizational and interpersonal skills, educational background and ability to work well with people.

I possess the qualifications of being professional in working situations. With above average communication skills may it be written or verbal. Experienced working in fast-paced environment. Having a strong work ethics and willingness to work hard to achieve employer objective and the ability to work effectively within a team and to function effectively and calmly under pressure.
COMPETENCIES:
· Customer Care and client advocate

· Hospitality And NURSING

· Computer literate-MS office word/ PowerPoint/EXCEL
· Strong problem-solving and decision making skills
· Good command of the English Language both oral and written

· Analytical and able to work independently
· Proactive team player who is being a results-oriented

EDUCATIONAL BACKGROUND
BACHELOR OF SCIENCE IN NURSING 
· Ecumenical Christian College(2011)
Mangga II Matatalaibtarlac City, Phils.
Nurses Licensure Examination of the Philippines: PASSED (June 2012)

SECONDARY EDUCATION: College of the Holy Spirit of Tarlac- 2006

WORK EXPERIENCE
HELLENIC DENTAL CLINIC (April 02, 2015 to present ) Al Wasl Road, Jumeirah 1 Dubai UAE-cancelled visa
POSITION: Secretary Receptionist/insurance coordinator


ROLES AND RESPONSIBILITIES

· Reporting to the Managing Director verbally and sending via email all details from Monthly, Daily including doctors report.
· Manages email and calls , with the advice from the managing director

· Schedule of appointments are well controlled and collaborated with timings of Doctors as well as the customer

· Performs analytical problem solving in terms of schedule conflicts

· Keeping Doctors well updated with their clients schedule, treatment, follow up and payments which are settled or unsettled

· Answering in an informative way all queries of clients from treatment, regular payment to discount charges or promotions and settling of appointments
· Getting information from the client to be entered in the software including support declaration of possessing emirates id, staff from which company that the clinic has established a partnership with and if a holder of such insurance policy

· Verifying if declared as staff from one of our network or partners

· Calling through the pre-approval of the insurance agency regarding the policy of the client specifically for dental claims or reimbursements.

· Makes sure that dispensing reimbursement forms are well filled up with the client’s name, policy number, diagnosis, treatment performed, complaint as well as the doctor’s signature, stamp, date signed

· Checking out the limit of amount and treatment coverage regarding the type of  insurance policy of the card holder

· Providing invoice with date, file number of the client, stamp, facility details as well as the bill rendered true and correct which are tallied from the reimbursement forms and online claims.
· Knowledgeable in CDT codes to be entered for specific treatment done with the approval from the doctor when it comes to online claims.
· Coordinates with suppliers , bank, insurance companies and advertising agencies
AL RAHMAH HOME NURSING SERVICES (December 10, 2012-December 2014) Dubai Shopping Center, 2nd floor, Deira Dubai U.A.E 
POSITION: Healthcare technician


ROLES AND RESPONSIBILITIES:

· Establishes good rapport in getting vital information from the client.

· Objective and subjective assessment is done to support the client’s condition

· Planning on how to implement every step of activity or procedure to be done considering the client’s vital signs, physical status whether cooperative or non compliant
· Checking every supplies or materials needed in every routine or procedure to be performed is available at all times.

· Keep the medical record updated, remind for the next follow up to doctor
· Reinforce for client’s compliance to nursing assistance.
· Assist in in daily activities such as bathing, feeding, exercise and ambulation.
· Health teaching is to be given and is encouraged.
BAGUINON MEDICAL CENTRE (January 2010-April 2012)San Isidro  La Paz, Tarlac City, Philippines

POSITION: Healthcare assistant/ assistant insurance Analyst



ROLES AND RESPONSIBILITIES:



HEALTHCARE ASSISTANT

· A assesses and monitor’s patient condition
· Following steps of nursing process
· Applying nursing intervention with the advice or doctor and nurse
· Performs activities delegated by the nurse and doctors
· Giving assistance to client if unable to tolerate ambulation or personal hygiene
· Medical Record are kept well documented and updated
· Report to the nurse all the activities done and status observed and taken from the client
ASSISTANT INSURANCE ANALYST
· Checking  patient’s insurance or policy card if it is accepted or not

· Filling up forms with necessary information regarding submission of claims

· Responsible for determining the coverage of medical services upon checking the table of benefits

· Giving request  from insurance companies the pricelist  with the codes and treatment and services applied to the condition of the patient

· Accurately computing the client’s bill based on their policy card and insurance pricelist
· Compiling each insurance claim forms of specific insurance companies for monthly submission
ADDITIONAL INFORMATION:
Date of Birth: May 29, 1989:Age:26 years old: Place of Birth:San Miguel TarlacTarlac, Philippines: Civil Status: Single: Citizenship: Filipino

