[image: image1.png]


Vinus 
Vinus.342083@2freemail.com
.
	Career Objective
	To be part of a reputable company that promotes career and personal growth for their employees.

	Highlights of Qualifications
	· Possesses UAE job experience working in a reputable dental clinic handling multi-job roles
· Board passer on licensure examination for Professional Teachers in single take
· Experienced in trouble shooting insurance policy related situations
· Highly effective communication, public relations and interpersonal skills

· Vast knowledge in computers and Microsoft Office applications

· Goal oriented and highly focused individual with the ability to act under pressure.
· Powerful decision making and able to come up with a systematic    problem solution

· Honest, highly reliable, adaptable, flexible, dedicated to team work and has the ability to learn fast



	UAE Work Experiences
	August,  2014 – July 31, 2016           Manchester Dental Center (Abu Dhabi)
Administrative Staff / Insurance Coordinator / Dental Assistant

· Highly skilled in greeting and assisting the patients courteously and cater for their special requests, needs, and complaints
· Answers all incoming calls and handle callers inquiries
· Schedules patient appointment’s and guide them about the doctors available time
· Maintain and manage patients record in compliance with privacy and security regulations

· Collect and receipt payments from patients at time of treatment

· Prepares sick leave as requested by patients

· Prepares staffs monthly salary

· Update accounts receivable database with new accounts or missed payments

· Other duties as job requires from time to time.

Insurance related Task
· Encodes specific CPT and ICD-9 codes to ensure proper treatment and billing of all detailed procedures
· Prepare claims with required documentation and distribute  Accordingly in a timely manner to expedite payment

	
	.
· Accountable for insurance verification, and benefit coverage questions.

Dental Assisting related Task
· Assisting the dentist during a variety of treatment procedures

· Taking dental radiographs (x-rays)

· Serving as an infection control officer, preparing and sterilizing instruments and equipment.

· Helping patients feel comfortable before, during and after dental treatment

· Taking impressions of patients' teeth for study casts (models of teeth)



	Other Work Experiences
	January– November 2013               International Eagles Academy (Philippines)
Teacher for English Second Language 

· Attend foreign students need in learning English as their Second Language.

· Provide quality good teaching for the students.

· Cooperate with co-teachers and Head Teachers in providing excellent teaching strategies.



	Languages
	English and Filipino

	Education
	June 2008 - March 2012

Bachelor of Elementary Education (Major in General Education)
University of  Mindanao, Philippines
                                     Attested credentials available upon request.


