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	ASEEL
.332680@2freemail.com 

	
	Sex FEMALE              Nationality JORDAININ
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	*SECTIONS

	 Accounting-Human Resources-Secretarial-Customer  Service
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	*WORK EXPERIENCE
	


	NOV2010-JULY 2011
DEC 2011-AUG 2014    
  AUG 2014- NOV2015
	  *Secretary.
 *AL HASSAN Dental Clinic.

 Activities and Responsibilities:

· Coordinate with the concerned clinic to see the availability of the doctor that Patient wish to see.

· Receive and assist clients, they are the same time the one gathering subjective Data from the patients when they wish to open medical record file.

· Schedules patients an appointment with respective doctors they wish to Consult.

· Receiving & handling calls.
· Closure of invoices on a daily basis.

· Health Authority correspondence and follow-up medical clearances for all 
              Insurance companies (THIQA-DAMAN-ADNIC-NAS-AXA-OMAN- NEXT CARE).

	
	

	
	   *Receptionist/Cashier.
  *AL Ain Cromwell Hospital.

  Activities and Responsibilities:

· Coordinate with the concerned clinic to see the availability of the doctor that patient wish to see.

· Receive and assist clients, they are the same time the one gathering subjective data from the patients when they wish to open medical record file.

· Schedules patients an appointment with respective doctors they wish to consult.

· Receiving & handling calls.
· Closure of invoices on a daily basis.

· Health Authority correspondence and follow-up medical clearances for all 
       Insurance companies(Thiqa-Daman-Adnic-Alico-AXA-NAS-OMN-Next  Care)
· Medical Translation between the patient and the physician in the event of difficulty in communicating with the patient.
             *Patient Relationship.
             * FAKIH MIDICAL CENTER

             Activities and Responsibilities

· Coordinate with the concerned clinic to see the availability of the doctor that

        Patient wish to see.

· Receive and assist clients, they are the same time the one gathering subjective

       Data from the patients when they wish to open medical record file.

· Schedules patients an appointment with respective doctors they wish to consult.

· Receiving & handling calls.

· Health Authority correspondence and follow-up medical clearances for all 
       Insurance companies (Thiqa-Daman-Adnic).
· Medical Translation between the patient and the physician in the event of difficulty in communicating with the patient.
· Assist the patient during the cycle of the treatment (IVF& IUI).




	*EDUCATION
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	2002 - 2009
	· High school / Qater AL Nada Secondary school /2002-2005
· BSc Of office Management /English / AL HUSAIN BIN TALAL –Jordan/2005-2009


	

	
	

	
	


	*PERSONAL SKILLS
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	Mother tongue
	  * ARABIC.

	
	

	Other language(ENGLISH)
	UNDERSTANDING 
	SPEAKING 
	WRITING 

	
	Listening 
	Reading 
	Spoken interaction 
	Spoken production 
	

	
	V.GOOD
	V.GOOD
	V.GOOD
	GOOD
	GOOD
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	*Job-related skills
	· Proven ability to prioritize and complete multiple tasks.

· Ability to work in multi-cultural and international environments.

· Give and collect information.
· Effective use of time management.
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	*Computer skills
	              Good command of Microsoft office tools.                  



	*Communication skills
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· Influence the attitudes and behaviour of others.
· Form contacts and maintain relationships.

· Make sense of the world and our experiences in it.

· Express personal needs and understand the needs of others.

· Give and receive emotional support.
· Make decisions and solve problems.

· Anticipate and predict behaviour.
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