Aldave
Aldave.354415@2freemail.com

PROFILE
Dependable professional experience in Customer Service and Sales and any office works. Excels in fast-paced environment and can meet deadlines.

OBJECTIVE

A position where I may use my creative ability to provide effective coordination to the business operation of the company with level of responsibility and challenging as desired.

PROFESSIONAL EXPERIENCE
Front Desk Secretary Cum  Assistant
ORDONEZ - ILAGAN ORTHO DENTAL CLINIC, Imus Cavite (September 2013 -     January 2017)
· Answer telephones and direct calls to appropriate staff.

· Greet visitors, ascertain purpose of visit, and direct them to appropriate staff.

· Transmit correspondence or medical records by mail, e-mail.

· Operate office equipment, use word processing, invoices, letters, case histories, or medical records.

· Receive and route messages or documents, such as laboratory results, to appropriate staff.

· Schedule and confirm patient diagnostic appointments, surgeries, or medical consultations.

· Interview patients to complete documents, case histories, or forms, such as intake or insurance forms.

· Perform various clerical or administrative functions, such as ordering and maintaining an inventory of supplies.

· Maintain medical records, technical library, or correspondence files.

· Compile and record medical charts, reports, or correspondence, using personal computer.
· Perform bookkeeping duties, such as credits or collections, preparing and sending financial statements or bills, and keeping financial records.

· Transcribe recorded messages or practitioners' diagnoses or recommendations into patients' medical records.

· Prepares treatment room for patient by following prescribed procedures and protocols. 

· Provides information to patients and employees by answering questions and requests. 

· Protects patients and employees by adhering to infection -control policies and protocols. 

· Maintain patients confidence and protects operations by keeping information confidential 

· Contributes to team effort by accomplishing related results as needed. 

SALES ASSOCIATE/ASSISTANT SUPERVISOR
GNC (General Nutrition Center) Philippines, May 2007- June 2008
· Welcome customers with a smile as they enter into premises

· Proactively ask customer how they can be assisted

· Provide customers with product information that they need
Escort customers to the correct aisles
Explain product features and warranty agreements

· Demonstrate the working of a product when required

· Provide information on daily deals and promotions
Ensure that all products are well stocked and are easy to reach

· Assist customers by taking down products that may not be easy to reach
· Provide information regarding each product and any discount offers associated with it
·  Make sure that work area and aisles are clean and shelves are dusted properly
· Respond to customers’ requests and concerns in a resourceful manner
· Handle cashier duties by taking cash or credit cards in exchange of goods sold
· Manage product returns and exchanges
· Ensure that all purchased items are delivered to the customers in a prompt manner
· Reserve products for online orders
· Discourage shoplifting activities by constantly keeping a vigilant eye
·  Arrange products on shelves in a tidy manner
· Pick and pack orders for shipping purposes
· Order out of stock items in a timely manner
· Serves as a resource person for staff; provides payor and job specific/system training for new employees; updates existing staff on payor requirements, billing regulations, and upgrades. 

· Coordinates and completes productivity and conducts quality assurance; reports statistics, accounts and data relating to special work projects; researches and responds to customer service problems. 

· Troubleshoots and assists staff with difficult rejections and payor issues; assists staff in appealing rejected invoices with payors; identifies and informs supervisor of rejection, posting and registration error trends and problems; contacts third party payors and patients to resolve difficult accounts; performs charge corrections to correct coding errors and department keying errors. 

· Performs registration, payment posting, and collections functions. 

· Coordinates workload distribution. 

· Leads special projects; performs other duties as assigned. 
SERVICE CREW
Jollibee Corporation, Philippines April 2000- May 2002
· Welcome customers as they come into the restaurant
· Help customers to settle down and also take their orders
· Process customers’ orders and generate their bills
· Provide answers to queries presented by clients regarding services and offers made available by the restaurant
· Clean all tables after clients have left and get such tables prepared for the next set of clients
· Serve and pack warm foods to clients in an effective manner and in strict accordance to the orders of such clients
· Assist kitchen staff and outdoor delivery staff whenever such assistance is required
· Maintain chart of all available deals and products periodically and refresh such chart on daily basis.

EDUCATION

Doctor of Dental Medicine            Graduate         De Ocampo Memorial College,Manila

                                                     March 2013

Doctor of Dental Medicine         Proper/Clinical   Centro Escolar University, Manila  

Associate in Arts (Pre-Dentistry)
Graduate 
  Centro Escolar University, Manila

2001-2004        


Secondary Level

           1996-2000       Las Piñas East National High School

INFORMATION
Birth date

: 24th of January 1983

Age


: 34

      

Marital Status
: Single

Nationality

: FILIPINO


