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	Birth date:
	09 NOVEMBER 1969

	
	Gender:
	FEMALE

	
	Marital Status:
	Single

	
	Nationality:
	JORDANIAN

	
	Resident of:
	United Arab Emirates – Abu Dhabi



	
	
	

	

	Career Objective [image: image2.png]





	

	
	To join a professional and reputed organization, for a challenging and motivating position, which give me the opportunity to keep learning and making progress in my career.



	Education Qualifications[image: image3.png]





	

	
	1986 -1987   High Secondary School – Commercial Section
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	Sheikh Khalifa Medical city From 1st March 2003 – 20th August 2015                                             
Patient Access Representative – call center (BSP clinic ) (2013-2015)
Responsibility: 
- printing out new referrals and to distribute them to physicians to prioritize appointment/specialty.
- review all future  booked appointment to ensure quality.
- coordinate with BSP general physicians for any ( blocking, rescheduling). (after obtaining management  approval ) and this should be documented for our future reference.
-booking / cancelling in patients appointments .
- confirm next day appointments.
- answering patients quires/scheduling
Patient Access Service  – financial Department(HCPCS UNIT ) (2012-2013 )
Responsibility: 
-receiving document from all department entering the data on the system

-working on the billing system
Patient Access Service  – Admission Department (2008-2012)

Responsibilities:

-Booking appointment for surgical and medical day cases and inpatient admission.
-Coordinating with OR booking to complete the admission list.
-Confirming with patients about their appointment for admissions.
-Coordinating with the clinics regarding patient for admissions.
-Coordinating with the bed manager about location of beds.
-Greeting the patient and directing them to the correct ward.
-Requesting the pre op packages from pre op clinic.
-Checking the eligibility for each patient for admissions.
-Calling insurance company for approvals.
-Orienting new staff
Emergency Department (2003-2008)
Responsibility: 
Receives patient to Emergency Room (ER) Triage Area in conjunction with Triage Nurse. Communicates patient’s reason for ER visit to the Triage Nurse.

-Collects registration and admission information from patients or family members, Registers patients in the computerized Hospital Information System by entering data such as patient name ,date of birth , address, phone numbers, nationality , next of kin , insurance ,attending /admitting physician , admission diagnosis and reason for visit according to the policies and procedures of the Medical Canter and Admissions ,Registration & Patient Scheduling Department .

-Enters Details of DAMAN insurance into Billing System.

-Enters inpatient admission information for urgent, emergent and inter-hospital transfer patients into the computerized Hospital Information System according to the policies and procedures of the Medical Canter and Admissions, Registration & Patient Scheduling Department.

-Creating recurring (RCR) pharmacy (PHA) accounts for all In-patients that present for admission.

-Generates patient labels & forms from the computerized Hospital Information System and distributes labels and forms to the patient care areas.

-Processes and delivers OSC referral forms to the OSC Appointment Office. Schedules patient appointment in the computerized Hospital Information System when schedule available.

-Dealing with VIP patients who need private rooms to avoid long waiting.

-Using KT Downtime procedures when the system goes down.

-Maintains positive and constructive working relationships with departmental and hospital stuff.

-Maintains excellent standards of customer /client

	Unit Coordinator Interpreter – American Hospital Dubai       
From 22 Oct 2001- 20 Feb 2003

· Data entry

· Booking appointments

· Translation between doctors and patient
Hyssna international From 20 September 1999 – 15 September 2000

Secretary _

· Bilateral English and Arabic Typing .

· Filling system tabbed in order to have quick access.

· Managing all incoming and outgoing mail and faxes.

· Professional communications skills and team work spirit.

· Managing various correspondences.
From 01 September 1994 – 01 March 1997

· Hostel Supervisor Jordan
From 01 September 1990 -22 July 1994

· Secretary – Al Ahlia Scientific Medical  Establishment . Jordan
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	· Computer skills

· Typing skills

· Basic Life Support (BLS) Provider Course.
· Medical Terminology Course

· Action plans training (Disaster and Fire).

· Customer service courses

· Effective Telephone Techniques.

· Positive Communication and effective listening.
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