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PERSONAL SUMMARY 

A well-presented, articulate and confident individual with a proven ability to provide exceptional customer service. Having an outgoing personality, good interpersonal skills and the ability to work in a multi-national team environment with confidence and minimal supervision. Comfortable working in a fast paced environment and able to build and maintain good relationships with work colleagues and guests through a genuine desire to understand their needs and support them. 

I would describe myself as very ambitious hardworking and sincere.
Very good knowledge about meetings organization and administration office skills.  Able to create and organize events about the company and Supporting the MD or CEO in their decisions. 

 EXPERIENCE
            VPS Healthcare, Medeor 24x7 Hospital– Abu Dhabi.     
Personal Assistant to CEO
             July 2015  - Present

Duties:
·  Fulfill the role of personal assistant for CEO, including the preparation of correspondence for consideration as required: attend to diary and meeting management, email management as agreed. 
· Monitor and manage CEO’s appointments, calendar, upcoming commitments and travel arrangements to ensure the CEO’s schedule is effectively organized
· Answer incoming phone calls or return any missed calls in timely manner
· Provides office services support for administrators by inputting data, proofreading documents, gathering information, preparing reports, maintaining files, ordering and maintaining supplies and equipment.
· Prepare agendas and business papers for committees, including minutes, in a professional, accurate, confidentiality and timely manner 
· Perform other duties and tasks assigned by the HOD.
VPS Healthcare,Medeor 24x7 Hopsital – Abu Dhabi.UAE
Guest service assistant
March 2015  - July 2015
Duties:
·  To maintain records and report statistics when required. Register patients according to hospital protocol. Knowledge of the insurance according to the hospital procedures and eligibility.
· To handle and manage the continuous flow of the patients procedures.
· To organize and maintain forms and office stationery required for front desk activities
· To respect and maintain the privacy of the clients and assure clients confidentially all the times.

· To keep the reception area ready for every day

· To make the schedule for the patients and to direct the patients and medical representatives to appropriate locations.

· To assist patients explain the policy of the hospital and their rights 
            Vodafone Italy,Albacall Sh.a - Tirana Albania
            Guest Service Executive
June  2012 – December 2014
· Answer call and help customers with their difficulties
· Describe company services and policy
· Public announcements
· Troubleshooting all the problem of the mobile phones, home phones and dongle usb
· Checking the network problems in the different zone

· Help customers to install the software of the Vodafone Italy in their pc and phone
Telperformance Group Albania  - Tirana Albania
Customer Service Executive – Marketing Surveys
  2010  –  2012
· -Polls surveys for Piaggio Motors Italy

· - Iveco

· -Aprilia

· -Honda

· -Ducati

· -Commercial

· -chambers of commerce

· -Telecom Italy

· -Banks
ACADEMIC QUALIFICATIONS 

Bachelor degrees – General Nursing
American University of Tirana – Faculty of Medicine 
 Tirana  Albania  2006-2010
High School Diploma, General High School
Lefter Talo High School
 Livadhja, Sarande Albania  2002-2006
                 KEY COMPETENCIES AND SKILLS
· Excellent written and communication skills. 

· Flexible and adaptable. 

· Computer Literate: MS Word, MS PowerPoint, MS Excel, PowerPoint
· Well spoken, approachable, with great attention to detail & a professional attitude.

· A dedicated and controlled professional. 

· Great team player
· Customer Service Management 
· Medical Records
· SAP
· Multitasking
LANGUAGES
· English 
Writing – Excellent   Reading  - Excellent  Speaking – Excellent
· Italian 

Writing – Excellent   Reading  - Excellent  Speaking – Excellent
· Greek 

Writing – Good   Reading  - Good   Speaking – Good

· Spanish

Writing – Good   Reading  - Good   Speaking – Good

· Albanian  - Mother Tongue
  CERTIFICATIONS

· Heartsaver First Aid CPR AED

American Heart Association, American Stroke Association



