Curriculum Vitae

Yomna 
Personal Information                                                                                                                                
Status: Single                                                                                                       
Date of birth: 1st of December 1985                                                                                                Sheraton Heliopolis
Career Objective

I am seeking a promising and challenging job in a reputable company or institute offering career development opportunities, where my skills and knowledge can be developed, utilized and trying my hardest to be of value to the organization offering me this opportunity.

Education  


(  Bachelor degree in Pharmaceutical Science (Pharmacy), Misr International University (MIU), January 2009.
· General Certificate of Secondary Education, Notre Dame Des Appotres French Schools, 2003.

Training, courses and certificates

· DELF (Diplôme d'études en langue française), which is a certification of French-language abilities for non-native speakers of French administered by the International Centre for French Studies.

· Attended Scopes (activity for training pharmacy students in the clinical pharmacy field), took place at ain shams University.                                                                                                                                                                                                                            

· Three clinical pharmacy courses by professors from the South Carolina College of pharmacy and clinical pharmacy department of MIU.

· Marketing and presentation skills course -4 months selected as an extra course.
· OTC and first aid course under supervision of Egyptian ministry of defense.

· Clinical practice for pharmacist (clinical pharmacy and clinical pharmacology).

· Social psychology course.
· Pharmacy regulation course.
· Clinical Terminology for International and U.S. Students, September 2012.

· Communication and presentation effectiveness by Dale Carnegie Training, November 2013.

· Dale Carnegie Communication Seminar, June 2014.

· Time and Stress Management by Dale Carnegie, September 2015.

· Mobility of youth workers, youth empowerment priorities, held from 23/08/2015 to 31/08/2015 in Florence Italy and hosted by ICSE&co (International Center for Southern Europe).

· Skills acquired:

1) Communication in foreign languages.

2) Digital competence.

3) Social and civic competences.

4) Sense of initiative and entrepreneurship.

5) Cultural awareness and expression.
· Tell me EuroMed Youth Exchange, held from 19/01/2016 to 27/01/2016 in Palermo, Italy and hosted by Associazione Di Promozione Sociale MAGGHWEB.
· Skills acquired:

1) Exchanging the knowledge of Mediterranean cultures.

2) Knowledge of oral traditions in the Mediterranean area.

3) Differentiation between traditional and modern ways to communicate.

4) Learned how to create blogs.

· Global Youth Priorities, held from 08/04/2016 to 14/04/2016 in Madaba, The Hashemite Kingdom of Jordan and hosted by The Jordan Youth Innovation forum.
· Skills acquired:

1) Definition of human rights.

2) Definition of gender equity.

Personal Skills 

· Interested and determined in making rapid one to one social relation.

· Communication and negotiation skills.

· Patient, highly adaptable and innovative.

· Good Capability of working in a team or individual Self – developer.
· Multi-tasking with multiple priorities and time frames.

· Very good listener.
· Team worker with leadership aspirations.

· Responsible and decision maker.

· Talent, hard working.

· Co-operative and very helpful.
· Ability to work independently with minimal or no supervision.
Work Experience  

· From March 2009 to July 2009 Hossam El Din pharmacy as a Junior pharmacist:

· Learned the basics of pharmacy regulations and drug toxicities.

· Customer counselling.

· Learned how to read Prescriptions.

· From July 2009 till March 2011 in Dr. Youssreya’s pharmacy as a senior pharmacist:

· Dealt with OTC drugs and durg-drug interactions.

· Patient counselling and compliance.

· Built strong pharmacist-patient relationship to promote a better health care environment.

· Counselling and educating patients about proper drug use specially diabetics and hypertensive patients.
· Trained technicians and junior pharmacists.

· Checking inventory and reporting the out of stock drugs.
· Monitoring the inventory level in the pharmacy and issuing orders to suppliers.

· Tracking and revising the whole accounting system of the pharmacy.

· Preparing and updating the medical track sheet for common customers summarizing their whole medical condition.

· Providing professional medical advice to patients.

· Creating a network of companies and suppliers for future business opportunities.
· From March 2011 till September 2013 at Via Professional Solutions as a medical transcriptionist (MT/QC 60 min or 600 line).

· As MT:

· Learned how to work with team spirit.

· Touch typing skills acquired, average speed of typing reached 60-70 words per minute.

· Committed challenges to meet speed and quality requirements.

· Grammar and language acquisition increased.

· Dealt with mostly all the hospital departments with their diversities.

· Very good progressed knowledge about anatomy, physiology, disease progression, medical terminology, signs and symptoms, laboratory values and also treatment protocols, surgery and procedures.

· I timely managed my speed and quality in order to meet some deadlines and TATs.

· Worked under stress, but with a very good team spirit.

· Ensured always to have a daily feedback about my typed reports.

· Did compare and merge for my files daily, to avoid repeating mistakes.

· As QC:

· Listening skills increased as a QC.

· Editing with more qualified attention.

· Learned to pay attention to details, and the urgency to follow every patient story.

· Dealt with and understood different accents and slangs with different dictation styles.
· Gave training to junior MTs.

· Handled operating computers, transcription equipment, multiple software applications, and other equipment necessary, including word processing software and the ability to accept voice/text files in multiple formats.
· Gave daily feedbacks to Junior MTs.

· Proficient in referencing, researching, reporting, tracking, and monitoring.
· Created a database for common diseases, related symptoms and treatments for new trainees.

· Created a quick reference for junior MTs to enhance their quality.
· From September 2013 till present time at As QA and team leader:
· Advanced the knowledge about the medical transcription guidelines through (The AHDI Book of Style for Medical Transcription).

· Responsible for monthly dictators sheet update as well as drug reference sheet update. 

· As QA, I conduct standard  random selection process technique,  selecting randomly transcribed or edited reports for review, using standard quality scoring criteria, calculate and score reports constantly, balancing the varying degrees of errors with the documents length to ensure persistent quality feedback to the transcriptionists and QCs.

· Presenting a weekly sheet with the results of random sampling to the GM and QCs.

· Training QCs including providing procedures, training, and resources for transcription to maintain documentation quality.
· Communicating with and manage outsourcing individuals by giving and receiving feedbacks and conducting line count productivity sheet for each individual.
· Performing weekly activities and assignments for MTs and QCs to evaluate their progress.
· Risk management assessment responsibilities of the healthcare record, establishing compliance with local, state, and rules and regulations.

· I was assigned to make a draft for brainstorming the possibility of transcription process optimization, so I made a transcription workflow analysis.

· File management organizational skill.

· Put action plan to increase the team productivity.

· Provided guidelines for identifying qualified applicants for transcription.
· Established policies and procedures that contribute to the efficiency of the transcription department.
· I contributed in the foundation of the corporate overview, updated recently.
· Maintain consistent feedback to the medical transcriptionists and QCs in order to minimize and exclude repetition of errors and counsel the medical transcriptionist/QCs to build their skills.
· Recognize, interpret, and evaluate inconsistencies, discrepancies, and inaccuracies in the medical dictation, and accordingly analyze and report them as required.
· Worked with Sagient Research Company, a leading provider of independent institutional research through BlueMed.
· I was elected to contribute to a project about founding BlueMed H.R procedures.

· Basics of H.R.

· Attended conducted interviews for hiring some candidates.

· Coordinated some activities by scheduling work assignments.

· Practiced reading C.Vs of different candidates and receiving feedbacks.

· I took charge for E-mailing the team and Managers with the meeting minutes of weekly meeting.
Languages

· Arabic (Mother Tongue). 

· French (Excellent spoken and written).                                        

· English (Excellent spoken and written).

Computer skills  

· Very Good Internet navigation & communication.

· Excellent use of searching engines.
· Very good knowledge of Microsoft office (Word-PowerPoint-Excel).
· Touch typing and computer shortcuts.

· Professional E-mailing

Related skills  

· Health & safety training:
· First Aid course – Misr International University.
Activities
· Member of LEO Charity & Community Club                                               Since Summer’06
· Developed a timely action plan for the committee work for the whole year.
· Coached on different tasks, this included organizing different events.

Skills Developed:

· Communicating with people of diversified backgrounds and social levels.
· Effectively played the role of team player.

· Experience in event management and avoidance of problems.

· Responsibility charge.

Summary of qualifications & objectives 

1. Graduated pharmacist who can be efficient in her work.

2. A good team member, flexible and able to work under stress with no supervision.

3. Strong ability to co-ordinate effort to meet goals.

4. Productive and efficient work habits.
Now, I’d like to bring these skills to work for you. I look forward to speaking with you soon about the results you can expect from me.
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