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OBJECTIVE
To obtain a responsible position that would further enhance and develop my skills and ability through ANY POSITION that would best commensurate to my qualifications and experiences


· More than eight years experience as a Front Desk Receptionist/Patient Care Coordinator  working on patient's appointments, Insurance approvals and Filing of Medical Reports reporting to the Department Head
· Internet savvy and proficient in MS Office Applications – Excel, Word, PowerPoint
· Typing speed of approximately 35 to 40 words per minute

· With extensive background in Filing,  and administrative functions
· Hardworking, dedicated and fast-learner 
· Efficient and reliable and ensures productivity in work area

· Meticulous, result-oriented professional with comprehensive medical background and education.


Front Desk Receptionist/Department Secretary/Patient Care Coordinator



          Radiology and Physiotherapy Department




          Neurospinal Hospital




          Dubai, UAE

· Handles patient inquiries

· Manage patients appointments

· Assess insurance patient’s eligibility of coverage

· Patient registrations and billing charges

· Collecting fees and invoicing patients

· Preparing daily cash collection and Insurance bill summaries

· Coordinating with other departments regarding patient’s appointments

· Handles Insurance approvals and re-approvals

· Liaise between patients and insurance coordinator regarding insurance claims

· Sending out urgent requests for approvals to insurance companies for emergency cases
· Making required adjustments in the appointments for emergency cases 

· Internal and External email correspondence

· Preparing radiological reports for insurance claims

· Filing and distribution of patients reports to designated departments
· Assist in patient preparation for procedures
· Patient education and instructions for procedures that requires preparations

· Direct patients to proper follow-up 

· Medical Record filing, data entry 
· Responsible in daily administrative tasks
· Provide training to new staff

· Medical transcription of Radiology reports, Discharge summaries 

Admin/ Training Assistant
Shimakawa Nihongo Shihan Gakou Inc.

Manpower Resources

Cubao, Quezon City Philippines
· Responsible in daily administrative tasks including all independent internal and external correspondence

· Maintain all records and documents as required/needed
· Prepares training materials for trainees

· Coordinates with manpower agencies in manpower pooling

· Assist trainers/instructors in identifying training needs

· Filing, documentation of important records for future reference

· Manages clients relationship, attends clients needs, customer service.

· Assisting the administration to ensure smooth operation of the organization, providing secretarial service.

· Assisting in scheduling of appointments of clients and applicants.

· Assist in conducting the recruitment and selection process.


STAFF PHYSICAL THERAPIST
Theracure Physical Therapy Clinic
Imus, Cavite Philippines

·  Ensures safety and comfort of patients and oversee that the environment is free from cross infection

· Assessment of patient’s needs and progress
· Perform rehabilitative regimens as per patient’s individual rehab needs
· Promotes relaxation by therapeutic massage
· Provide therapeutic and behavioral care management for children with special needs such as cerebral palsy, autism and down’s syndrome
· Assist and educate patient’s on proper transfer techniques and ambulation
· Provide support to patient’s relatives/carer in terms of proper caring techniques at home
· Assisted in patient’s hygiene and waste elimination while observing and reporting specific changes on ADL’s
· Observe patient’s privacy at all times and promote confidentiality of cases
· Document progress reports
· Perform other duties as may be delegated. 

Bachelor of Science in Physical Therapy – November 1995
Fatima Medical Science Foundation
Valenzuela City, Philippines
Preparatory in Physical Therapy- 1992
DeLaSalle University-Aguinaldo Campus
Dasmarinas, Cavite, Philippines


PERSONAL DATA




Birth date

:
20 January 1974

Gender


:
Female

Citizenship

:
Filipino

Status


:
Single

Languages Spoken
:
Filipino, English, basic Japanese and basic Arabic
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DORMINE 





QUALIFICATION & SKILLS





WORK EXPERIENCE





Feb 2007– Dec. 2015








Sept 2005 to October 2006








August 2000 to March 2005

















EDUCATION�



















