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JASMIN 
Jasmine.340916@2freemail.com 
CAREER OBJECTIVE:
             To use my customer service experience, administrative expertise and patient service skills in front office positions in connection of encoding data
QUALIFICATION:

Qualified as a dedicated and determined individual who possesses years of experience working in the area of expertise and acquired skills in communications. Have a quick ability to adapting in new environment and keen learning new things as results - oriented that eager to bring strong administrative, communication, organization and relationship building skills to a growing company in need of high level of support. 
WORKING EXPERIENCED:     
Home-located Part-Time Non-Voice BPO
      
Data Entry

July 30, 2016-present

Job Descriptions:

· Create RSS feeds/Leadviewer Leads with Kimono-Local Lab
· Encode existing RSS feeds on “Additional Information” in the Pipeline
· Verify entered RSS feeds on Pipeline by reviewing, correcting, changing or deleting
· Make sure that accurate RSS feeds has been entered into the Pipeline
· Establish entry priorities by maintaining understanding of what RSS feeds/data needs to be entered first
· Follow data program techniques and procedures to maintain data entry requirements
· Confer with Team Leader regarding incomplete information or  troubleshooting  occur
· Submit RSS feeds report immediately
Receptionist 


                       
Lifeline Hospital Dubai, UAE
February 16, 2013- February 6, 2015
           5th Interchange (Exit 25) Adjacent to The 







    
Gardens, near IBN Battuta Next to Jebel







Ali Primary School

Job Descriptions:

· Attend phone calls (internal and external), greeting patients and directing patients to concern department
· Register New Patient information, update patient information 
· Prepare Medical Insurance/Reimbursement Claim forms for patients
· Appointment confirmation
· Responsible on personal details of each patients
·  Receive all patients to the clinic, ensuring that their requirements are promptly dealt with and that they are given a favorable impression of the company.
· Attend all calls coming to the clinic and take appointments for patients with the requested doctor or specialty.
· Manage telephone enquiries on behalf of the company and ensure telephone is attended to at all times
EDUCATIONAL ATTAINMENT:

College: 
 Bachelor in Elementary Education

              
 Virgen Delos Remedios College

               
 Olongapo City, Zambales

               
 SY 2000-2001

PERSONAL DETAILS:
Civil Status:


Single
Date of Birth: 

Aug. 25, 1980

Nationality:  


Filipino

Language Fluency: 

Tagalog and English
Visa Status: 


Visit Visa

