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	CAREER GOAL AND OBJECTIVE:

To secure a challenging spot in a reputed organization where I can use my knowledge, accomplishments and experiences which will provide me together with the company an opportunity for development and progress.
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HIGHLIGHTS OF QUALIFICATION:

· UAE work experience.
· Advance knowledge and proficiency in Microsoft office applications.
· Work independently and organize complex clerical tasks.

· Accomplish work responsibilities with minimum supervision.

· Skill and knowledge in the operation, use and care of office equipment and facilities.

· Work harmoniously with individuals and groups of employees to meet company’s goal.
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WORK EXPERIENCES:
Medical Secretary/Receptionist(November 2015 to present)

Clinic
Dubai Healthcare City
· Greet patients upon arrivaland courteously advise them for delays or procedures.
· Make appointments for patients following physician’s order using Capsule system.
· Answers phone calls, e-mails and fax.

· Issue patients invoices and receipts.

· Attend to account queries if possible or refer problem to others if in doubt.
· Prepare and balance daily banking as appropriate
· Document controlling and maintaining of filing systems and records.
· Orders, Distributes and keeps inventory supplies.

· Report accidents, injuries and illnesses to the healthcare provider.
· Attend to routine cleaning and stocking requirements and ensure all equipment is clean or tidy.
· Fulfill all reasonable requests from patients to ensure their comfort, satisfaction and safety.
Medical Records Clerk (March 1, 2015- October 3, 2015)
Medical Center
Building 55, Dubai Healthcare City, Dubai UAE
· Gather all the files from different clinic.
· Compile and scan all the in-patient and out-patient medical charts, reports and correspondence using VIDA system.
· Answer telephones and direct calls from appropriate staff.
· Receive and route messages and documents such as laboratory results.
· Interview patient in order to give their requested documents, case histories and forms.

· Perform various clerical and administrative functions, such as ordering and maintaining an inventory supplies.

Receptionist cum Secretary (May 2014 – February 2015)
Technical Works, LLC
303 Souk Al Khabeer, Bur Dubai, UAE
· Perform general clerical duties to include but not limited to: photocopying, faxing, mailing, and filing.
· Create and modify documents of the organization using Microsoft Office.

· Orders, Distributes and keeps inventory supplies.
· Creating and maintaining filing systems.
· Managing and maintaining budgets, as well as invoicing.
· Coordinate in the planning and preparation of meetings, conferences and conference telephone calls taking minutes- shorthand may be required.
Philippines Work Experiences:
Medical Secretary 

Clinic Pediatric/OB GYNE

Orani Bataan, Philippines
March 2012- April 2014
Supervisor

One Team Manpower Services

Poblacion, Balanga City Bataan Philippines
October 2008- March 2012

Office Administrator

LY UPvc Windows Fabrication and Glass Supplies

Orani Bataan, Philippines
April 2007-March 2008
Reservation Officer

Buenalink Travel & Tours

Balanga City Bataan Philippines

August 2004-August 2007
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Tertiary     :
Centro Escolar University Philippines 



Major in Management


Batch 1999
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· Fire Warden Training
Southern Institute of Services FZ-LLC Dubai UAE

An ISO 9001:2008 Certified Organization

Issued and Conducted October 20, 2015

· Clinic Management Training

Tendercare FZE Dubai, UAE

November 4, 2015

· Fund Coordinator General Assembly

Philippines- November 21, 2013

· Social Security System Employer’s Forum
Philippines- October 19, 2011


PERSONAL INFORMATION
Birth Date

:
November 3, 1978

Birth Place

:
Orani Bataan, Philippines

Religion

:
Roman Catholic

Civil Status

:
Single

Visa Status

:
Employment Visa


Character References are available upon request.
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