 
BILLING ASSISTANT/LABORATORY RECEPTIONIST
Objective:                                                                                                                                                      
My desire is to find a stable yet challenging position in a professional environment in which to learn new technologies and skills while utilizing my previous experiences to improve beyond my current abilities. To express and develop my skills for the mutual development of company and myself and to exceed expectations in all aspects of my work.
Key Skills:
· I continuously struggle for excellence.

· I have very good communication skills; I work well either leading or being part of a team and I am self-motivated and capable of working on several tasks at once.

· Exceptional listener and communicator who effectively conveys information verbally and in writing.

· Highly analytical thinking with demonstrated talent for identifying, scrutinizing, improving, and streamlining complex work processes.

· Computer-literate performer with extensive software proficiency covering wide variety of applications.

· Proven relationship-builder with unsurpassed interpersonal skills.

· Personable professional whose strengths include cultural sensitivity and an ability to build rapport with a diverse workforce in multicultural settings.

· Highly motivated self-starter who takes initiative with minimal supervision.

· Presentable and professional attitude

· Organize and able to work methodically.
Work Experiences:

AL NOOR HOSPITAL
United Arab Emirates

April 2012 till Present
Position: BILLING ASSISTANT, ACCOUNTS DEPARTMENT
Job Description:
· Prints the reports and checks the statement prior to submission to insurance companies.
· Coordinate within Insurance Department with regards to pricing, approval.
· Arrange to submit the bills to insurance companies.
· Develop good communication and relationship with Health Insurance department.
· Readily provide full support to the Head of Department to ensure a smooth functioning department.
· Prompt usage of essential office tools like photocopy machine, fax machine, telephone, and computers.etc.
· Assist other colleagues in the department, readily and effectively when they have a busy schedule.
·  Follow policies and procedure, completes administrative tasks correctly on time.
· Actively participates in the quality improvement activities of the hospital, as well as training programs provided.
· Readily perform other related duties as assigned.
· Adhere to Infection Control and safety measures. 
AL NOOR HOSPITAL

United Arab Emirates

April 2011 till March 2012
Position: RECEPTIONIST, LABORATORY DEPARTMENT
Job Description:

· Receives customers and visitors with welcome and courtesy.
· Receives and enter in the system the request for laboratory test
· Releases copy of the result to the patient or family member, without breaching confidentiality.
· Informs patient or family member of the insurance approval for laboratory requests.
· Receives sample from In-patient/histopathology.
· Liaise with other department as required.
· Keep track of documents in the department for easy traceability.

· Maintains professional confidentiality at all times.
· Adheres to Infection Control and Health Safety measures.

· Actively involves in the quality improvement activities within the department.

Other Relevant Skills:
·  Good communication and interpersonal skills
·  Good command of written and oral English and Arabic
·  Computer skills (MS Word, MS Excel, File Management, Email Ettiquette and Internet)
·  Office management skills
Educational Attainment:

     Excecutive Secretarial

    Office  Administration 

    Manual  Accounting 
  (  Galaxy Computer School)
Bukidnon State University

Bachelor of Science in Elementary Education
March 1996 to April 1999
Personal Details:

Date of Birth

:
25 March 1980
Age


:
 35
Religion 


:
Christian
Nationality

:
Filipino
Civil Status

:
Single
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