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Elizabeth.339361@2freemail.com
Objective: Seeking a challenging position in a progressive thinking organization that is planning to utilize my skills to enhance its overall performance.

Teaching Experiences. 
Worked as a Lecturer in Mar Baselios Institute of Science and Technology,Anchal Kollam.
Worked as a computer science teacher at NIIT,Kottarakara

Gulf Experience :

 Worked as a Guest relation Executive in Ahalia Hospital Mussafah

Basic Duties and responsibilities
1. Patient Registration.

2. Insurance Eligibility checking.

3. OPD billing.
4. Attending phone calls.

5. Patient Care.

Worked as a Secretary cum Asst.accountant in City Tower properties, Abu Dhabi    from May 2013 to January 2014 (contract).

Basic Duties and responsibilities

1. Co-ordinate with customers and collect documents and cheques.

2. Receive and file all incoming and outgoing document.

3. Prepare tenancy contract.

4. Handle petty cash.

Worked as Accountant cum Document Controller in Al-Sada Medical and Surgical suppliers, Passport Road, Abu Dhabi, UAE in leave vacancy from July 2007 – Oct 2008
Basic Duties and Responsibilities
1. Attend phone calls.
2. Handle petty cash.

3. Prepare LPO.

4. Collect cheques from customers.

5. File the incoming and outgoing documents.

Worked as an Accountant cum Insurance Co-coordinator in American European Medical Center, Airport Road, Abu Dhabi, and UAE in leave vacancy from May 2007 –         June 2007. 

Basic Duties and responsibilities

1. Collect and record patient’s details into the system.

2. File patient’s insurance related documents.

3. Assist the payroll manager.
4. Solve patient’s insurance related issues
Strengths and Capabilities:
*General office skills

*Computer skills

*Flexible and hard working

* Efficient, self –motivated, hardworking and goal oriented.

* Adapts easily to new concepts and technologies.
Educational Qualification:

Post-Graduation

: Master of Computer Application (M.C.A)





  Madurai Kamaraj University, Tamil Nadu, India

  



  Marks: 79.6% (First class with distinction)
  Duration: 2000-2003

Graduation


: B.Sc. Physics





  Kerala University, India

  Marks: 86.9% (First class with distinction)
  Duration: 1997-2000

.

Personal Details:

Name



: 
Elizabeth C George
Nationality


:
Indian
Marital Status


: 
Married
Visa status


: 
Residence visa
Sponsored by


: 
Husband
Languages Known 

: 
English, Hindi, Malayalam, and Tamil.

Declaration:

I hereby declare that all the information given above is true to the best of any knowledge and belief. .

Place: Abu Dhabi.
