
DIJO 
RE: Application for the posts in Administration
Sir/Madam,

Please accept the attached resume as an application with your company

                   With my 7 year experience in Customer Relations and Billing and administration, I hereby present my services to your prestigious company to be a part of your Team.

 

I have strong communication skills to interact with anybody with my customer friendly skills. Moreover, I possess excellent communication skills, both over the telephone, written and face to face. And I have the ability to work within a team to meet team goals and objectives. Please take some time to browse my resume attached briefly unfolding my aptitude and expertise.

  I am interested in securing a position within your company where my abilities and qualification can be fully applied for our mutual benefit.

Thanking You 

Sincerely



Job Objective:
Looking for a position with an organization which will permit me to use my organization skills completely which enhances the problem solving and communication skills as well.
Summary of Qualifications:

· 7 years of experience in Customer Relations, administration and Billing with healthcare and hospitality industry. 
· High level acquired proficiency in Microsoft Office, internet and other relevant web-based applications

· Having good working experience in Hospital Management System and insurance policies.  
· Promoting business strategies and achieving the sales target(marketing and branding)
· Organizing all official meeting 
· Acquired proficiency of skills
· Supervising the performance of the Hospital/clinic and developing new strategies to improve performance standards
· Developing reports and documents for budgeting and expenditure control
Professional Experience:
· International Modern Hospital ,Dubai as Marketing Executive 

(December 2014 – February 2016)
· Landmark Group - iCARE  Clinics, Dubai as Patient Relation Executive
(November 2012- October 2014)
· Aster Medical Centre, Dubai as Customer Service Executive

          (October 2009-August 2012)

· Frankfinn Institute of Airhostess Training, Cochin, INDIA as Marketing Executive (February 2009-September 2009)
· Vijaya Hospitality & Resorts Limited, Cochin, India as Reservation Executive (June2006-July 2007)

Areas of expertise:
· Administration and Office management
· Reception duties
· Billing and insurance 
· Typing and word processing
· Financial administration
· Writing correspondence
· Business administration
Education:
· BTEC-HNC in Aviation and Hospitality (Diploma)
· BBA (Bachelor of business administration)-Current education

· Higher Secondary Education

· Secondary Education
Languages Known:
· English,Hindi,Malayalam,Tamil
Personal Information:
Expiry Date


: 19/12/2016

Nationality


: INDIAN
Marital Status


: Married
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