[image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!




Whats app  Mobile:+971504753686

 Gulfjobseeker.com CV No:1573428
E-mail: gulfjobseeker@gmail.com
POST; GUEST AND PATIENT RELATIONS
CAREER PROFILE
A self-motivated health worker registered with the Allied Health Professional’s Council in Uganda, hardworking, trustworthy, dedicated and reliable to maintaining the highest standards of performance at work. My focus is to join an organization where I can put to use all my expertise, for the growth and success of the organization as well progress in my career.
WORK EXPERIENCE
CLINIC ADMINISTRATOR/PATIENT RELATIONS 
HEALTHNET MEDICAL CENTRE
FEB 2013 – JUNE 2015
DUTIES AND RESPOSIBILITIES:
· Assists in maintaining professional front desk and reception area. 
· Welcoming walk-in clients and assisting with patient check-in process.

· Handled incoming phone calls and booked appointments for clients.

· Responding to patient/client/staff concerns, queries and resolving conflicts

· Initiate communication to and from the health facility in case of incidents, outbreaks and circumstantial needs.
· Participated in patient and family education initiatives.

· Ensure proper utilization of resources within the health premises. 

· Collect, validate, and enter patient medical information, insurance details, and referrals into computer.

· Document, handle, and resolve all complaints of patients, professionally.

· Participate in in-services and patient rounds and attend relevant staff meetings.

· Establish and maintain cordial relationship with all staff members, patients, and their families.
· Compile, edit and submit the weekly Health facility report on time.
HEALTH SERVICE MANAGER



HEALTH PROJECT ASSISTANT

HEALTH INITIATIVE FOR THE PRIVATE SECTOR USAID PROJECT 
OCT 2010 – DEC 2012
DUTIES AND RESPOSIBILITIES:
· Marketing workplace health programs in companies as well as medical insurance package.
· Assist companies to develop workplace health policies.
· Ensure legal compliance by following company policies, procedures, guidelines as well as the health insurance regulations.
· Monitoring and evaluation of health programs in member companies.
· Involved in Home based care program for orphans and vulnerable children.

· Reporting and recording project progress.
OFFICER AND CLINIC ADMINISTRATO
CLINICAL OFFICER/ADMINISTRATOR

INTERNATIONAL HOSPITAL KAMPALA
JAN 2006 – OCT 2010
DUTIES AND RESPOSIBILITIES:
· Responsible for managing clinical and administrative duties
· Serve medical insurance customers as per insurance coverage and maintaining quality customer service.
· Patient education, direction, observation and assessment.
· Involved in community outreach and sensitization and recording progress
· Ensure safe handling of patients files and statistics
· Receive, checking and registering all incoming information requested.

· Recording and reporting daily progress and programs
MEMBERSHIP OF PROFESSIONAL BODIES:
Member of Allied health professional Council MOH Uganda
EDUCATIONAL ATTAINMENT
Bachelor in health service management

Diploma in clinical medicine and community health
Certificate in HIV management and counseling
Kenya Certificate of Secondary Education 
Kenya Certificate of Primary Education 
AWARDS

Achieved and award of recognition and appreciation for handwork, commitment, flexibility and innovation from International Hospital Kampala in 2009 and from Health Initiative for the private sector USAID in 2011

EXTRA SKILLS
· Good team player.
· Administration and management
· Computer Literate.
· Great customer care skills
· Excellent written and verbal communication skills
PERSONAL REFERENCE
Gender


              :
Female
Marital Status 


:
Married
LANGUAGES SKILLS
English, Kiswahili, Arabic (Fair)
.
