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Whenine
Whenine.353093@2freemail.com 
______________________________________________________________________________

OBJECTIVE:
      To be member of well established institution that will provide opportunities for career advancement, compensation package commensurate to qualifications & work experience. Plus the potentialities to perform challenging roles.
SUMMARY OF QUALIFICATION 
· Courteous and mature telephone manner
· Able to work with supervision, customer focused and high level of pressure.
· Ability to learn quickly and accept challenges, able to prioritize and complete multiple tasks and follow through to achieve goals,
· Hardworking, proactive, responsible and result oriented. 
· Flexible and dedicated to work.
· Willing to share and learn more knowledge. 
_____________________________________________________________________________________________
EXPERIENCE:
Receptionist /Insurance Assistant
Call Center Staff
 Lifeline Hospital Dubai
 May 2009 – up to Present 
Job Summary:

Manage coordinate and participate in activities concerning registration for services availed by out patients. All types of Coordination with the insurance department of insurance card & about insurance issues or coverage.
 Responsibilities :
· To receive and respond to customers and to guide them for the process to be followed.

· To liaison with the Medical Record Department for patient files.

· To handle the telephone calls and transfer it to concern department.            

                and to attend enquiries & also giving appointments over the phone.
· To maintain a congenial work environment for customer satisfaction.

· To maintain cleanliness at the reception all the time.
· Checking and preparing all invoices to be sent in Insurance Companies.
Office Assistant cum Hostess :

Lifeline Hospital Dubai
April 2007 – May 2009
Job Descriptions:
· Greets visitors responds to inquiries operates single or multi-line phones transfer calls and relays messages.

· Sorts and distributes mails, photocopies collates and distributes various materials faxes documents.

· Give and assist all the patient and Doctor’s needs.
_____________________________________________________________________________________________
Educational Attainment:



Abada College




Pinamalayan Oriental, Mindoro




1998 – 1999 Under Graduate

 
Leuteboro National High School



     
Leuteboro, Soccoro Oriental, Mindoro



     

1994 -1998

Computer Course:

                   
            Filipino Digerati Association

                      
              Dubai, U.A.E.

                    
               Basic, MS Word 2003

                       
               2008-2009 


