JISELA AURORA B. QUIJANO

Career Objective:
To enhance my customer service relations as well as my skills in Front Desk/ Clinic Staff position with potential role to my career growth. 

QUALIFICATIONS PROFILE:

EDUCATION:

 Vocational : JML College of Technology

Computer Literacy 

Makilala,Cotabato City ,2009

Bachelor of Hotel  and Restaurant Management

University of Mindanao

Bolton St. Davao City2008      -College Level

Secondary, Year Graduated: 2006

   Davao City National High School F. Torres St. Davao City

Primary, Year Graduated: 2002

   Kapitan Tomas Monteverde Sr. Central Elementary School Ponciano St. Davao City

PROFESSIONAL EXPERIENCES AND SKILLS:

KEY RESPONSIBILITIES OF FRONT DESK/CLINIC STAFF




     

· Greeting Patients who enter the Clinic

· Assess patients and take medical histories.

· Prepare necessary and equipment and supplies for procedures according to phycian’s instruction

· Educate patients and their families on disease processes,procedures,treatments and other aspects of therapeutic regimens.

· Assist Phycian in performing procedures as directed.

· Answering queries from patients.

· Being responsible for processing cash and card payments.

· Giving advice and guidance on product selection to patients.

· Help sniff out innovative ideas to improve clinic processes and performance.

· Keep clinic in tip-top shape. Maintain a clean and orderly in clinic.

· Explain to patients how to use the medicines/creams that the dr. prescribe. 

· Follow all company procedures and policies faithfully.

· Execute all transactions quickly and accurately.

· Communicate positively with  DR.,co staff members and  Patients.

· Maintain a fit and healthy technology mind.

· Greet Patients , determine the patient’s  needs and provide information on the make, type, and comparative quality of the TREATMENT desired as well as suggest an appropriate selection of  what Treatment Suits for them.

· Do the procedure to the customers/patients
· Have a Good knowledge of REVLITE LASER and common facial related treatment 
· Have a Good knowledge operating common facial equipments and machines
· Provide beauty treatments including facials, microdermabrasion and  other laser treatment

· Assist walk-in customers with product queries and purchases

· Promote and sell beauty products

· Take and record customer details and assist customers to complete medical questionnaire form
Achievements:

· Built up a loyal client base and was responsible for securing more than 20 long-term repeat

· Able to analyze different skin problems

· To work towards and achieve set targets.

· To carry out the treatments to a high professional standard

· To ensure the working environment is kept to the utmost cleanliness

· To maintain a good understanding and keep up to date with product and retail knowledge.

· To be well groomed in appearance

· Have a general awareness of Health and Safety in relation to 

· All tasks and activities undertaken in the department.

· Be fully conversant with and able to sell.
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