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CAREER OBJECTIVE

To handle the insurance of a well-known hospital or company here in UAE or to work as a cashier, receptionist, customer service of any field that would enhance my skills and capabilities while sharing my experience and knowledge gained from my previous companies.

SUMMARY OF SKILLS AND QUALIFICATIONS

· Computer Literate: MS Office (Excel, Word, Power Point, Outlook)

· Usage of MAIDIS is an international software company specialized in medical information system for billing and insurance transactions
· Can speak and understand basic Arabic Language
· With pleasing personality and good communication skills
· With leadership skills, friendly, helpful, professional and courteous.
· Ability to operate all equipment necessary to perform the job 
· Can assume multi-faceted roles; has the talent of handling different situations, of dealing with people, of managing relationships and of driving change within an organization
· Ability to work varied hours/days, including nights, weekends, and holidays as needed 

WORK EXPERIENCE

Employer                   :         Mediclinic (Al Hili Al-ain)
                                              MEDICLINIC MIDDLE EAST

                                              Al Ain
                                              United Arab Emirates

Job Title                    :          Patient Administrator                     
Dates Covered         :          October 2014 to February 2017
Basic Duties             :          Ensure professional admission, reception and billing functions.

Specific Duties         :         Coordinate with patient for health check up facilities
                                             Registration
                                             Doctors Appointment

                                             Billing

Employer

:
Oasis Hospital





Al Ain, Abu Dhabi





United Arab Emirates

Job Title

:
Receptionist / Registrar / Cashier

Dates Covered

: 
February 2010 to June 2014
Basic Duties: Assure the satisfaction of the patients and visitors by making sure that they have everything that they need.

Specific Duties: Acts as receptionist to the patients and visitors; giving them information of what is happening in the clinic and checking them in for appointments; Provides clerical support to the ward by initiating the medical record, both written and electronic; Handles hospital bills at the hospital registrar fulfills the important role of admitting patients to the hospital; Collects personal data as well as payment information and verifies health insurance coverage and insurance accounts; Organize file records; Make sure that medical offices are running smoothly.

Employer

:
Salam Studio and Stores





Al Ain Abu Dhabi





United Arab Emirates

Job Title

:
Sales Associate

Dates Covered

: 
February 2007 to January 2010

Basic Duties: Responsible for maintaining outstanding customer service as per Company standards, generating sales, merchandising, and safeguarding company assets.

Specific Duties: Ensures that each customer receives outstanding service by providing a friendly environment, which includes greeting and acknowledging every customer, maintaining solid product knowledge and all other aspects of customer service; Maintains an awareness of all promotions and advertisements; Assists in floor moves, merchandising, display maintenance, and housekeeping;  Assists in processing and replenishing merchandise and monitoring floor stock; Aids customers in locating merchandise. Communicate customer requests to management; Assists in completing price changes within the department; Participates in year-end inventory and cycle counts; Assists in ringing up sales at registers and/or bagging merchandise; Any other tasks as assigned from time to time by any manager. 

Employer

:
Batangas State University





Lipa City, Batangas, Philippines

Job Title

:
School Registrar’s Assistant

Dates Covered

: 
February 2005  to February 2007                      

Basic Duties: Assist the Head Registrar in developing, interpreting, and implementing the policies and procedures of the Registrar’s Office and in identifying strategic objectives and opportunities for the department.  

Specific Duties: Responsible for the set-up and maintenance of the on-line registration and degree programs within the student information system for campus-wide use to include entering new and updated curriculum and exceptions for degree requirements into the degree evaluation software.  Serve as a resource to students, parents, dean’s offices, and faculty to provide information regarding degree requirements and to verify and coordinate graduation credit information.  Coordinate and participate in support services required for the official commencement ceremony


EDUCATIONAL BACKGROUND
Tertiary
:
A.B. Psychology

             Lyceum of Batangas

Batangas City, Philippines

June 1996 – March 2000


Secondary
:
Golden Gate Colleges

Batangas City, Philippines





June 1992 – March 1996

AFFILIATIONS
· Alpha Phi Omega Emarat 121 U.A.E

Secretary

Al-Ain Directorate

April 2008 –
Alpha Phi Omega International Fraternity and Sorority
Directress

Al -Ain Directorate

December 2016-Present

· Alpha Phi Omega International Fraternity and Sorority

Member, Philippines Chapter

November 1998 – present

PERSONAL DATA

Date of Birth


:
April 16, 1978


Place of Birth


:
Lipa City, Batangas, Philippines

Age



:
38 years old


Height



:
5' 1"


Nationality


:
Filipino


Religion


:
Roman Catholic


Language Spoken

:
Filipino, English, Arabic
             Driving License                           :             Yes
MARIA 


E-mail address: � HYPERLINK "mailto:MARIA.349784@2freemail.com" �MARIA.349784@2freemail.com�  




















