Application For: Frontline Position
NAYEEM

Nayeem.357469@2freemail.com
OBJECTIVES

To be a part of an organization and import my knowledge through my field of profession as well as to further enhance myself and my capabilities. Searching for a company where I can develop my skills and refine my talents and learn new ideas and technologies and in return give service to that company to my utmost ability.

Areas of Expertise
Customer services / Patients counseling/ Insurance Procedures and protocols/ Registration and Cashiering / Frontline troubleshooting/Booking appointments. 

PERSONAL INFORMATION
Name In Full

:
Nayeem

Date of Birth

:
20 JUNE 1988

Nationality

:
Indian 

Civil Status

:
Single


Height


:
5'7

Languages Spoken
:
English/Arabic (Local Accent)/Hindi/Urdu 

Driving Experience
:
Yes
WORK EXPERIENCES
      

                2014, March-present / MEDICLINIC CORNICHE, ABU DHABI,UAE.
                 Patient Administrator

                   ● Welcome Patients.

    ● Informing Patients about the imminent doctors.

    ● Booking / Re Scheduling Appointments.

    ● Answering Calls for Appointment or Other Related Issues.
    ● Cashiering and Registration

    ● Informing patient about insurance exclusions and coverage.

    ● Guiding Patient to appropriate Areas.

    ● Explaining Patient's Their Bills. 
                   ● Check the Insurance eligibility
                   ● Handling Different kinds of Clients (Basic to VIP)

                   ● Trouble Shooting.

                   ● Work as a Team In order to achieve the goal of the organization.              

2009-May Till 2014-feb – OASIS HOSPITAL, Al-Ain, Abu-Dhabi, UAE. 


Cashier & Registry Department (Outpatient & Inpatient)
      

· Welcome patients to healthcare facility.

· Assists patients with appointments, registration, and payment.
· Check on outpatient claim coverage and available benefits.

· Guide patient/client to appropriate location for further requirements.
· Checking the daily transactions and forwarding to the Head of the Cashier.
· Cash related transactions.
· Updated knowledge of up-to-date insurance policies.
· Handling different levels of clients ( Basic to VIP).
· Assisting to achieve excellent and quality patient care with international standards. 

· Coping with all medical and non-medical staff to achieve patient goals. 

EDUCATION

· Pursuing MBA Last Year(Master in Business Administration)From Jaipur national University-Rajasthan.-(india).
· Obtained Degree in B.Com (Bachelor Of Commerce) From Mahatma Gandhi University - Sharjah, UAE (September 2012).

·  Higher Secondary Education:



Indian school Al-Ain   Abu Dhabi, UAE.



Passed Grade 12th  (2009),



Board: Board of public examination, New Delhi, India.
      ● Secondary Education:
                                              Indian School Al-Ain,Abu dhabi,UAE.

                                              Passed Grade 10th(2007)

                                              Board: Board of public examination, New Delhi, India

SEMINAR ATTENDED

· Mandatory Annual Staff Training




Oasis Hospital
2009 - 2013

· Customer Service Session





Oasis Hospital
2009 - 2013

· Patient Safety Goals – Training




Oasis Hospital
2009 - 2013                                                                                                          
●   General Orientation – Training                                                          MediClinic Corniche

                                                                                                                  2014 – 2014

SKILLS
· Able to relate with confidence to all types of personalities and can maintain cordial & effective relationship with clients and patients.

· Aggressive, self-starter can work under minimum supervision & good interpersonal skills.
· Computer literate, proficient with Microsoft Word / Office Tools / Internet.
· Management & Marketing capabilities.
· Leadership qualities.

· Working in team.

· Rapid & correct decision making.

· Working under intense Pressure.

· Report Writing.
· MultiLingual.(Arabic(Local Accent),English,Hindi,Urdu)
HOBBIES AND INTEREST:
· Traveling to explore new destinations.

· Playing Football (Playing for Oasis Hospital football team).
· Reading & Music.
Reference upon request
I hereby certify that the above mentioned information are true and correct according to the best of my knowledge.








______________________________







             Nayeem

