Professional Summary
Qualified Client Administrator with 5 years experience in fast-paced customer service and call center environments. Personable and professional under pressure. Customer Service Representative versed in customer support in high number of patients and in high call volume environments. Superior computer skills and telephone etiquette. Excelling at customer satisfaction and retention. Pre and post sales support specialist. Flexible and hardworking in deadline- driven environment, driven to exceed sales goals and build long term relationships with customers. Delivers positive experiences through high- quality customer care.

Skills

· Creative problem solver
     

Service- oriented






· Quick learner




Adaptability

· Strong client relations


Reservations and booking system experience

· Proficient in cash management

Work History

SECRETARY

Rona Rabah Dental Clinic(TEMPORARY)





08/2015 to 10/2015

· scheduling and attending meetings, creating agendas
· creating and maintaining filing system
· keeping diaries and arranging appointments
· dealing with telephone and email enquiries
· Maintains office supplies inventory by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies.

· Assists in the preparation of budgets and financial reports; prepares and monitors timekeeping and other personnel records.
 SENIOR CUSTOMER SERVICE EXECUTIVE
DM HEALTHCARE- Aster Jubilee Medical Complex


10/2013 to 10/2015
· Scheduled appointments, registered patients.

· Answered department telephone calls within 2 rings using correct salutations and telephone etiquette.

· Computed bills, collected payments and made change for guests.

· Made and confirmed reservations.

· Verified patients eligibility and claim status with insurance agencies.

· Tracked the progress of all outstanding insurance claims.

· Examined patients insurance coverage, deductibles, limit.

· Precisely completed  appropriate claims paperwork, documentation and system entry.

· Professionally and courteously verified appointment times with patients.

· Assisted in the maintenance of medical charts and medical record (Op reports, test results, home care forms).

RECEPTIONIST
JOLLIBEE FOODS CORPORATION – Ortigas City, Philippines 

08/2012 to 09/2012

· Assist in keeping the hotel reception area clean and tidy, at all times

· Deal with all inquiries in a professional and courteous manner, in person, on the telephone or via e-mail

· Administer all reservations, cancellations and no-shows, in line with company policy

· Keep up to date with current promotions and hotel pricing, to provide information to guests, on request

· Deliver excellent customer service at all times.

SALES EXECUTIVE






MARKS & SPENCER – SM Mall of Asia, Pasay City, Philippines 
02/2012 to 06/2012

· Greeted customers entering the store to ascertain what each customer wanted or needed.

· Described product to customers and accurately explained details and care of merchandise.

· Used time efficiently when not serving customers, including folding clothes, replenishing items, cleaning out fitting rooms.

· Operated a cash register for cash, credit card transactions with 100% accuracy.

· Handled all customer relations issues in a gracious manner and in accordance with company policies.
CASHIER
SM SAN LAZARO – Manila, Philippines 




03/2011 to 08/2011

· Receive payment by cash, check, credit cards, vouchers 

· Count money in cash drawers at the beginning of shifts to ensure that amounts are correct and that there is adequate change. 

· Greet customers entering establishments. 

· Maintain clean and orderly checkout areas. 

· Resolve customer complaints. 

EDUCATION
BACHELOR OF SCIENCE IN NURSING

OUR LADY OF FATIMA UNIVERSITY- Valenzuela City Metro Manila, Philippines


PERSONAL DATA
DOB:  13/11/1988

AGE:  26 years

CITIZENSHIP:  Filipino

LANGUAGE:  Tagalog,  English
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