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JANETTE G. TIENDA – CV No. 1991778

· OBJECTIVE

· Skilled, competent and dedicated computer literate, exposed to office medical facilities and services seeking for a position that best fits my qualifications.

· QUALIFICATION PROFILE

· Coordinator for the newest technology in Orthodontic, the SureSmile, 3D imaging and Robotic technology.
· Records Coordinator in Orthodontic department.
· Trained and perform I-CAT scan for dental purposes.

· Has knowledge in troubleshooting computer problems, MS Word, Excel, Outlook, WL Movie Maker and PowerPoint with skills in an animation, slides to web pages and data entry skills of 30wpm.

· Experienced data encoder / Data Analyst for Real State

· Customer Service Cashier

· Service provider

· WORK EXPERIENCES

Company: 

Jumeirah 3, Dubai, UAE


 Position: Receptionist



 Period: February 01, 2015 – up to present



 Reference person: Dr. Graham Simpson
            Job Description:
· Welcome clients and rendered full satisfaction.

· Answering telephone calls and assists client’s inquiry.

· Giving schedule, e-mailing the registration forms and location map (New Clients) and giving follow-up consultation appointment.
· Assisting clients to fill-in the registration forms and other documents.

· Offering and preparing drinks to the clients.

· Encoding and printing the client’s information in the system.

· Receiving payments from the clients (Head Cashier)
· Sending reminder and called to the clients with regards to Outstanding invoice.

· Taking the medicines/supplements of the clients in our stock room.

· Preparing insurance reimbursement forms for Doctor to fill-in.
· Sending insurance reimbursement forms copies to the clients.
· Encoding medical report of the clients as needed.
· Monitoring the daily medicine stocks inventory.
· Sending appointment reminder to the clients.

· Help maintains the cleanliness of the clinic.

            Company: American Dental Clinic
            (Villa #54, Next to Dubai Zoo, Jumeirah Beach Rd., Dubai, UAE)

             Position: “SureSmile” Coordinator / Records Coordinator

 Period:  October 2010 – January 2015
             Reference person: Dr. John F. Lohse (Orthodontist)

            Job Description:


Primary Duties:
· Manage all aspects of the physical and virtual records for all of our patients.

· Manage and troubleshoots any problem with our ICAT machine and takes most of the scans.

· Download photos to our software (Oasys and/or Suresmile) as needed.

· Processes and downloads x-ray from our ICAT scans to our software as needed.

· Crops photos and prepare and prints photo collages as needed.

· Scans study models (Orascan or ICAT) for Suresmile cases.

· Assists in Orascanning of Suresmile patients.

· Downloads and orders therapeutic scans for Suresmile cases including of ordering the bracket sets.

· Monitors the “Tasks” list in the Suresmile and performs function as needed, ie, releasing hold etc.

· Coordinate with Suresmile regarding orders and follow up on cases.

· Troubleshoots any problems we are having with Oasys (management software) or Suresmile.

Other Duties:

· Assists and coordinates with reception in scheduling wire insertion appointments.

· Checks the orthodontic schedule the day before to be sure all Suresmile wires, appliances and records are available for scheduled appointments.

· Assists the chairside assistants with minor tasks like suctioning, light curing, setting up/cleaning up the operatories and entering treatment procedures in the computer (Oasys).
· Coordinates with the dental laboratory for the timely delivery of study models, retainers and other appliances.

· Prepares all the needed records for the transfer patients.

· Enters the patient statistic every month for DHA (Dubai Health Authority) records.

Company: American Dental Clinic


(Villa #54, Next to Dubai Zoo, Jumeirah Beach Rd., Dubai, UAE)



Position: Dental Auxiliary


Period: July 2008 – October 2010



Reference person: Khalida Abbas (Clinic Manager)

Job Description:

· Assists the chairside assistants with minor tasks like suctioning, light curing, setting up/cleaning up the operatories.

· Maintain the cleanliness and orderliness of the clinic at all times.

· Checks the patients in the waiting area in order to be seen at their proper appointment.
· Clean instruments to prepare them for sterilization.

· Skill in operation and monitoring of specialized equipment (e.g., autoclaves, sterilizers, ultrasonic cleaners, case carts, etc.)
· Prepares the order sheets of supplies in the clinic.
· Operates and maintains steam autoclaves, keeping records of loads and maintenance procedures performed.
· Reports defective equipment to appropriate supervisors or staff.
· Performs related duties as assigned.
Technical Support

· Troubleshoot the CDR and Softdent (management system) in absence of IT in-charge.
· Taking back-up as monitoring the server activities once a week in absence of IT in-charge.
· Shutting down all the computers in all operatories at the end of the day.      
                        Company: Abu Dhabi Cooperative Society 
            (Megamart Supermarket, Alain Mall Branch, Alain, UAE)

                        Position: Cashier

                        Period: 07th, June 2005 – 02nd, August 2007   

                        Reference person: Saadi Talha (Check-out Supervisor)

            Job Description:

· Maintains a professional appearance and demeanor at all times.
· Performs all assigned duties.

· Guides and assists others as necessary.

· Maintains a safe and clean working environment.

· Properly maintains the supermarket by arranging the display items if not busy at the cash counter.

· Welcome customers and rendered full satisfaction.

· Completes all POS entries using proper procedures.

· Professionally presents service offering to customers.

·  Complies with all safety procedures.   


Company: International Data Management Inc.

                        (TM Bldg. Don Jesus Blvd., Kentucky Dr., Alabang, Muntinlupa City)

                        Position: Data Analyst
                        Period: 03rd, August 2002 – 31st, May 2005  



Reference person: Yolanda Matta (Manager)

             Job Description:

· Prepares office documents concerning business correspondence, quotations, mortgage, deeds and memorandum.
· Analyzing the documents before starting the data entry in their appropriate field.

· Verifying the documents to make sure that no errors with the data entry personnel.

· Organizing, encoding and filing of documents.

· Met and greeted visitors and associates.

· General Secretarial functions including typing, filing and photocopying etc.

· Maintain and avoid error to the documents entered at all times.
· EDUCATIONAL BACKGROUND
           College: Philippine Christian University

           Degree: Bachelor of Science in Computer Science

           Year: 1998- 2002
· PERSONAL INFORMATION

· Date of Birth


October 28, 1981

· Age



35
· Civil Status


Single

· Citizenship


Filipino

· Height



5’1”

· Weight



48 kg

· Religion


Roman Catholic

· Languages                               English, Tagalog and Arabic

· Visa Status                              Employed

I hereby declare that the above information is true and correct to the best of my knowledge and 
belief.
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______________________________

(Signed)

	JANETTE G. TIENDA – CV No. 1991778

To arrange interview with me, please send your company name, vacancy and salary details to my HR Consultant cvcontacts@gulfjobseekers.com Whatsapp +971504753686

______________________________________
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