ROMINA
ROMINA.289824@2freemail.com  

OBJECTIVE		:

     I wanted the challenge of being in highly competitive environment which would encourage
 me to work harder and accomplish more.

UAE PROFESSIONAL EXPERIENCE(S):

Dr. Batra’s Homeopathic Clinic FZ LLC (Main Branch)
Company Address	: Al Razi Medical Complex, Bldg. 64 Block F, DHCC, UAE
Position		: Patient Care Executive/Admin Support Executive / Secretary to CEO
Duration		: September 20, 2015 – May 30, 2016
Job Description	: 
· Register patients according established protocols.
· Assist patients to complete all necessary forms and documentation including medical    insurance.
· Ensure patient information is accurate including billing information.
· Inform patients of medical office procedure and policy.
· Maintain and manage patient records, move patients through appointments as scheduled and schedule patient appointments.
· Answer incoming calls and deal with inquiries, transfer calls as required.
· Collect co-pays and payments, reports statistics.
· Respond and comply with requests for information.
· Safeguard patient privacy and confidentiality.
· Ensure reception area is well maintained, neat and clean.
· From Patient Care Executive promoted as Admin Support Executive and at the same
     time as a Personal Secretary to CEO.  
· Reporting directly and provide secretarial such as managing diaries, calendars, meetings,    appointments, accounts to CEO.
· Booking rooms and travel arrangements for CEO and Top Management.
· Preparing and distributing papers and documents for meeting’s, taking minutes and dealing with post.
· Using various computer packages – Word, Excel, and Power Point to prepare reports,      memos, and documents.
· Maintaining filing systems.
· Answering the phone and queries.
· Update and ensure the accuracy of organizations database


Al Safeer Group of Companies (Head Office)
Company Address	: Ind. Area No.1, Sharjah UAE
Position		: Office Administrative
Duration		: January 16, 2014 – September 30, 2015
Job Description	: 
· From Cashier promoted as Office Administrative
· Use computer word processing, spread sheet, and data base software to prepare   
      reports, memos, and documents 
· Code and file according to the established procedure
· Update and ensure the accuracy of organizations database
· Provide secretarial and administrative support to management and other staff
· Monitoring all sales accounts, month end duties as required, records and proofread data and other information such as records and reports
· Complete and mail bills, contracts, policies, invoices
· Communicate with customers, employees, and other individual to answer questions             

PHILIPPINE PROFESSIONAL EXPERIENCE(S):

Freelance IT
Company Address	: City of Malolos Bulacan, Philippines
Position		: IT
Duration		: August 1, 2012 – November 2013

Polyfoam - RGC International Corporation – Uratex (Contractual)
Company Address	: East Canumay Service Rd Lawang Bato, Val. Metro Manila, Philippines
Position		: Sales Marketing Officer 
Duration		: January 20, 2012 – June 20, 2012

Refinette Cosmetic Industry
Company Address	: Marian Compound, Brgy. Sauyo, Novaliches, Quezon City , Philippines
Position		: Business Development Officer
Duration		: August 04, 2011 – December 10, 2011

Calypso Plastic Center Company
Company Address	: Mapulang Lupa, Valenzuela City, Philippines
Position		: I.T / Sales Graphic Artist
Duration		: September 18, 2009 – April 11, 2011

Philippines Dong Yun Plate Making Corp.
Company Address	: Eisenhower St. San Juan, Manila (Sales Office), Philippines
Position		: Technical Sales Executive
Duration		: March, 2008 – Sept. 16, 2009





WORKING STUDENT EXPERIENCE(S):


Watsons Health and Beauty
Company Address	: SM South Mall, Las Pinas, Philippines 
Position		: Cashier
Duration		: Jan. 24, 2004 – June 24, 2004

Ratsky Bar & Restaurant
Company Address	: Malate Manila, Philippines
Position		: Cashier
Duration		: May – December 06, 2003

I2I New York Inc. (Astoria group e.g. Blackshop, Anonymous, FISH, MIX)
Company Address	: Isetan – Recto / SM Manila Branch, Philippines
Position		: Cashier / Kiosk Supervisor
Duration		: June2002 - April 22, 2003

Monakiki Boutique
Company Address	: SM Centerpoint Manila, Philippines
Position		: Cashier 
Duration		: October 2001 – February 2002

Fernando’s Supermarket
Company Address	: Sta. Mesa, Manila, Philippines
Position		: Cashier 
Duration		: May 2001 – October 2001

Jollibee Foods Corp.
Company Address	: Bustillos Branch, Manila, Philippines
Position		: Cashier 
Duration		: March 2000 – July 2000

SPECIAL SKILLS:


· Computer Literate (MS Excel, MS Word, MS PowerPoint, MS Access and Internet)	
· Can type 40 words per minute
· Possess excellent communication and inter-personal skills
· Good in Numerical Skills
· Hardworking. Can Handle Pressure, Reliable, Trustworthy 
· Good in Public Relations
· Competent at managing responsibilities in a high – volume atmosphere
· Perform effectively despite sudden deadlines and changing priorities
· Proven ability to identify, analyse, and solve problems
· Highly reliable self-starter; can be counted on to complete assignments



EDUCATIONAL BACKGROUND:		
	

Tertiary
School name		: National University 
School Address	: Sampaloc, Manila Philippines
Year Graduated	: 2005
Year Attended		: 2000 - 2005 
Course			: Bachelor of Science in Computer Science 
 Major 			: Information Technology
	
Secondary
School name		: National University
School Address	: Sampaloc, Manila Philippines
Year Graduated	: 2000

Elementary
School name		: Our Lady of Lourdes Academy
School Address	: San Jose Del Monte Bulacan, Philippines
Year Graduated	: 1996





I hereby certify that the above statements are true and correct with the best of my knowledge and belief.
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