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OBJECTIVE:

I am seeking employment with a company where I can use my talents and skills to grow and expand the company.

EMPLOYMENT HISTORY:

Universal Hospital

Medical Secretary under Dr. Samer Nuhaily

Medical Secretary under Dr. Hasnain Haider-Shah

.

February 2015 to November 2015

· Answering telephone calls and dealing with face to face enquiries.

· Politely greeting patients and visitors to the centre.

· Explaining the practice procedures to new patients.

· Dealing with all requests in an efficient and courteous manner.

· In charge of the doctors diary.

· Writing letters and correspondence on behalf of the surgery and medical staff.

· Scheduling appointments for patients.

· Updating the surgeries computer system with appointments and personal details.

· Maintaining a clean reception area to show a professional image.

· Arranging for clinical nurses to check a patient’s vital signs.

· Making sure that the appointments system runs smoothly.

· Screening enquiries for the doctors and medical staff.

· Registering new patients at the surgery.

· Checking patients in and out.

· Accurately collecting information and personal details about patients.

· Arranging any necessary follow up appointments for patients with hospitals or with other healthcare professionals.

· Liaising with couriers and delivery companies.

· Arranging prescriptions for patients.

· Making sure that the medical consulting rooms and surgery is fully stocked with essential supplies.

Civicom Pacific

Madrigal Business Park

BUSINESS TRANSCRIPTION SPECIALIST

September 2012 to December 2014

· Receiving prerecorded audio notes from wholesalers.

· Reviewing audio recordings for content

· Transcribing recordings to type-written format using keyboard, computer, and audio control equipment

· Reviewing transcribed documents for accuracy

MxSecure Alabang

Ayala Alabang Muntinlupa City

MEDICAL LANGUAGE SPECIALIST

July 2011 to July 2012

· Listen to the recorded dictation of a doctor or other healthcare professional.

· Transcribe and interpret the dictation into diagnostic test results, operative reports, referral letters, and other documents.

· Review and edit drafts prepared by speech recognition software, making sure that the transcription is correct, complete, and has a consistent style.

· Translate medical abbreviations and jargon into the appropriate long form.

· Identify inconsistencies, errors, and missing information within a report that could compromise patient care.

· Follow up with the healthcare provider to ensure the accuracy of the reports.

· Submit health records for physicians to approve.

· Follow patient confidentiality guidelines and legal documentation requirements.

· Enter medical reports into electronic health records systems.
· Perform quality improvement audits.
Trans-Pacific Medical (part-time)

Ortigas, Pasig City.

HOME BASED MEDICAL TRANSCRITPIONIST

September 2008 to May 2013

· Listen to the recorded dictation of a doctor or other healthcare professional.

· Transcribe and interpret the dictation into diagnostic test results, operative reports, referral letters, and other documents.

· Review and edit drafts prepared by speech recognition software, making sure that the transcription is correct, complete, and has a consistent style.

· Translate medical abbreviations and jargon into the appropriate long form.

· Identify inconsistencies, errors, and missing information within a report that could compromise patient care.

· Follow up with the healthcare provider to ensure the accuracy of the reports.

· Submit health records for physicians to approve.

· Follow patient confidentiality guidelines and legal documentation requirements.

· Enter medical reports into electronic health records systems.
· Perform quality improvement audits.
Excellscript, Inc.

San Pedro Laguna

MEDICAL TRANSCRIPTIONIST/EDITOR (office and home based)

September 2006 to April 2008

· Listen to the recorded dictation of a doctor or other healthcare professional.

· Transcribe and interpret the dictation into diagnostic test results, operative reports, referral letters, and other documents.

· Review and edit drafts prepared by speech recognition software, making sure that the transcription is correct, complete, and has a consistent style.

· Translate medical abbreviations and jargon into the appropriate long form.

· Identify inconsistencies, errors, and missing information within a report that could compromise patient care.

· Follow up with the healthcare provider to ensure the accuracy of the reports.

· Submit health records for physicians to approve.

· Follow patient confidentiality guidelines and legal documentation requirements.

· Enter medical reports into electronic health records systems.
· Perform quality improvement audits.
South Transcription Unlimited.

Paranaque, Metro Manila

HOME BASED MEDICAL TRANSCRIPTIONIST/EDITOR

March 2008 to June 2009

· Listen to the recorded dictation of a doctor or other healthcare professional.

· Transcribe and interpret the dictation into diagnostic test results, operative reports, referral letters, and other documents.

· Review and edit drafts prepared by speech recognition software, making sure that the transcription is correct, complete, and has a consistent style.

· Translate medical abbreviations and jargon into the appropriate long form.

· Identify inconsistencies, errors, and missing information within a report that could compromise patient care.

· Follow up with the healthcare provider to ensure the accuracy of the reports.

· Submit health records for physicians to approve.

· Follow patient confidentiality guidelines and legal documentation requirements.

· Enter medical reports into electronic health records systems.
· Perform quality improvement audits.
Audio Dicta Transcription Corporation

Lower Basement Health Tower

UPHR Medical Center Compound

MEDICAL EDITOR/SUPERVISOR TRAINEE

July 2005 to October 2006

· Listen to the recorded dictation of a doctor or other healthcare professional.

· Transcribe and interpret the dictation into diagnostic test results, operative reports, referral letters, and other documents.

· Review and edit drafts prepared by speech recognition software, making sure that the transcription is correct, complete, and has a consistent style.

· Translate medical abbreviations and jargon into the appropriate long form.

· Identify inconsistencies, errors, and missing information within a report that could compromise patient care.

· Follow up with the healthcare provider to ensure the accuracy of the reports.

· Submit health records for physicians to approve.

· Follow patient confidentiality guidelines and legal documentation requirements.

· Enter medical reports into electronic health records systems.
· Perform quality improvement audits.
Digitizedata.com, Inc.

Rodeo Building

MEDICAL TRANSCRIPTIONIST 4/ EDITOR TRAINEE

June 2004 to May 2005

· Listen to the recorded dictation of a doctor or other healthcare professional.

· Transcribe and interpret the dictation into diagnostic test results, operative reports, referral letters, and other documents.

· Review and edit drafts prepared by speech recognition software, making sure that the transcription is correct, complete, and has a consistent style.

· Translate medical abbreviations and jargon into the appropriate long form.

· Identify inconsistencies, errors, and missing information within a report that could compromise patient care.

· Follow up with the healthcare provider to ensure the accuracy of the reports.

· Submit health records for physicians to approve.

· Follow patient confidentiality guidelines and legal documentation requirements.

· Enter medical reports into electronic health records systems.
· Perform quality improvement audits.
Digitext Asia Company

MEDICAL TRANSCRIPTIONIST

January 2003 to May 2003

· Listen to the recorded dictation of a doctor or other healthcare professional.

· Transcribe and interpret the dictation into diagnostic test results, operative reports, referral letters, and other documents.

· Review and edit drafts prepared by speech recognition software, making sure that the transcription is correct, complete, and has a consistent style.

· Translate medical abbreviations and jargon into the appropriate long form.

· Identify inconsistencies, errors, and missing information within a report that could compromise patient care.

· Follow up with the healthcare provider to ensure the accuracy of the reports.

· Submit health records for physicians to approve.

· Follow patient confidentiality guidelines and legal documentation requirements.

· Enter medical reports into electronic health records systems.
· Perform quality improvement audits.
IDSI

Madrigal Business Park

MEDICAL TRANSCRIPTIONIST

March 2001 to May 2001

· Listen to the recorded dictation of a doctor or other healthcare professional.

· Transcribe and interpret the dictation into diagnostic test results, operative reports, referral letters, and other documents.

· Review and edit drafts prepared by speech recognition software, making sure that the transcription is correct, complete, and has a consistent style.

· Translate medical abbreviations and jargon into the appropriate long form.

· Identify inconsistencies, errors, and missing information within a report that could compromise patient care.

· Follow up with the healthcare provider to ensure the accuracy of the reports.

· Submit health records for physicians to approve.

· Follow patient confidentiality guidelines and legal documentation requirements.

· Enter medical reports into electronic health records systems.
· Perform quality improvement audits.
Outsource Transcription Philippines, Inc.

MEDICAL TRANSCRIPTIONIST

July 2000 to February 2001

· Listen to the recorded dictation of a doctor or other healthcare professional.

· Transcribe and interpret the dictation into diagnostic test results, operative reports, referral letters, and other documents.

· Review and edit drafts prepared by speech recognition software, making sure that the transcription is correct, complete, and has a consistent style.

· Translate medical abbreviations and jargon into the appropriate long form.

· Identify inconsistencies, errors, and missing information within a report that could compromise patient care.

· Follow up with the healthcare provider to ensure the accuracy of the reports.

· Submit health records for physicians to approve.

· Follow patient confidentiality guidelines and legal documentation requirements.

· Enter medical reports into electronic health records systems.
· Perform quality improvement audits.
EDUCATIONAL BACKGROUND

Elementary



Our Lady of the Abandoned Catholic School

High School



Southernside Montessori School

College



Emilio Aguinaldo College

PERSONAL DATA

Birthdate:



July 5, 1978

Age:




37 y/o

Civil Status:



Married

