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OBJECTIVES
I am seeking a competitive and challenging environment where I can serve your organization and establish an enjoyable career for myself.To contribute to the company’s growth and become a substantial part of the company’s success.
WORK EXPERIENCE
Centre (LLC) Dubai

 August2015 – May2016–– Receptionist/Insurance Coordinator 

· Welcomes and greets all patients and visitors, in person & over the phone.

· Answers the phone while maintaining a polite, consistent phone manner using proper telephone etiquette.

· Registers new patients and updates existing patient demographics by collecting patient detailed patient information including personal and financial information.

· Facilitates patient flow by notifying the provider of patients' arrival, being aware of delays, and communicating with patients and clinical staff.

· Responds to patients', prospective patients, and visitor inquiries in a courteous manner.

· Requesting approvals in the insurance provider for the lab and ultrasound test if needed.

· Prepare daily sales report and insurance checklist every day.

· Protects patient confidentiality by making sure protected health information is secured 
· Monitor credit balance creation and resolution with daily credit reports review.

· Supervise customer billing services to ensure complaints and issues are resolved..

· Coordinate with sales and operations personnel to analyze pending bills and resolve issues.

· Coordinate with financial administration team to evaluate accounts.

Elite Seef Residence& Hotel -Bahrain

April 2013 – April 2015- Food & Beverage Coordinator/Administrative Assistant
· Assist with the compilation of new menus and beverage lists.

· Administer all mail going in and out of the F&B Admin office.

· Updating Social Media Channels and posting promotions.

· Personal Assistant & Secretary of General Manager.

· Ensure the smooth operation of the F&B Administration office 
· Oversee the preparation, presentation and service of Food and Beverage products to ensure highest quality at all times.

· Handle all incoming and outgoing food and beverage correspondence including guest's feedback promptly and accurately.

· Ensure a proper filing system is maintained for all Food and Beverage records, financial reports.
· Handling Front Office/Reception Department Operations.
Watsons Personal Care Store – Philippines
March2006 –April2008:  Sales Representative
· Reporting sales trends.

· Responsible dealing with customer complaints.

· Working within established guidelines, particularly with brands.

· Promotes, sells, and secure orders from existing and prospective customers through a relationship-based approach.

· Demonstrates products and services to existing/potential customers and assists them in 

selecting those best suited to their needs.
SKILLS AND QUALIFICATIONS
· Good Management skills.
· Good Communications skills.
· Excellent proactive attitude towards work.

· Excellent guest, customer, and employee relations skills.

· Fast learner and able to work with minimal supervision.
· Responsible, hardworking, eager to learn and goal oriented.
· Proficient in MS Office Word, Excel and PowerPoint and other computer applications
EDUCATIONAL ATTAINMENT
College:




STI College Southwoods                     (SY 2009-2013)

Maduya, Carmona, Cavite, Philippines
Bachelor of Science in Hotel & Restaurant Management      
                              (Major in Front Office Operation Management)
I hereby certify that the above statement is true and correct to the best of my knowledge.
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