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AREAS OF EXPERTISE 

Customer Service
Sales and Marketing
Managing appointments and meetings

Admin Coordinator

Secretary
CAREER OBJECTIVE 

“To pursue a challenging and rewarding career in the field of Hospitality Industry with commitment, dedication, and professionalism ”
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Erjola.361940@2freemail.com 

PERSONAL SUMMARY 

A well-presented, articulate and confident individual with a proven ability to provide exceptional customer service. Having an outgoing personality, good interpersonal skills and the ability to work in a multi-national team environment with confidence and minimal supervision. Comfortable working in a fast paced environment and able to build and maintain good relationships with work colleagues and guests through a genuine desire to understand their needs and support them. 
I would describe myself as very ambitious hardworking and sincere.

 EXPERIENCE
Bella Medical Centre L.L.C
Receptionist Clerk/ Executive Secretary

Jan 2017- Present
Duties:
· Welcoming patients and visitors, in person or on telephone, answering or referring inquiries.
· Optimizing patients’ satisfaction, providing time and treatment room utilization by scheduling appointments. 
· Comforting patients by anticipating patients’ anxieties.
· Ensuring availability of treatment information by filling and retrieving patient records. 
· Maintaining patients’ accounts by obtaining, recording and updating personal and financial information.
· Maintaining business office inventory and equipment by checking stock to determine inventory level; anticipating needed supplies; verifying receipt of supplies; scheduling equipment service and repairs. 
· Contributing to team effort by accomplishing related results as needed. 
· Maintaining working knowledge of computer/clinical system.
VFS Global

Submission Officer

Sep 2016-Dec 2016

Duties:

· Taking visa applications on behalf of the Italian Embassy.
· Advising and checking documents of applicants according to the embassy requirments.
· Having constant communication with the embassy regarding different cases.
· Data entry and biometric.
· Billing after a sucessful application.
· Passport collection and giving information about the status of the visa.
            Medeor 24x7 Hospital – Abu Dhabi.UAE
Guest service assistant 

May 2015  - August 2016
Duties:
·  To maintain records and report statistics when required. Register patients according to hospital protocol. Knowledge of the insurance according to the hospital procedures and eligibility.
· To handle and manage the continuous flow of the patients procedures.
· To organize and maintain forms and office stationery required for front desk activities
· To respect and maintain the privacy of the clients and assure clients confidentially all the times.

· To keep the reception area ready for every day

· To make the schedule for the patients and to direct the patients and medical representatives to appropriate locations.

· To assist patients explain the policy of the hospital and their rights   
· Clerical - word processing, letter writing, dealing with telephone and email enquiries, creating and maintaining filing systems, keeping diaries, arranging meetings and appointments and organizing travel for staff.
· Receiving Customers – answers inquiries personally and through phone, encoding members’ data, following up members’ expiry, getting feedbacks and making updated reports on members.

· Accounting – responsible for all general accounting procedures including stock inventory, costing, adjusting entries and process from documentation, Peachtree encoding and financial reporting.
  Parr Credit Srl – Tirana Albania
          Customer Service Supervisor 
          September 2013 – December 2014
          Smart Finance Studio – Tirana Albania
          Executive Secretary & Admin Coordinator
May 2013 – June 2014
Duties: 
• Following standardized company procedures relating to all aspects of Office performance.
• Coordinates the schedule of MD, directs and guides internal and external 
enquiries, documentation and contacts. 

• Handle top management information and contacts securely, sensitively and confidentially. 

• Organize and co-ordinates diary schedule, meetings, travel itineraries, flight 
arrangements of MD 
• Answering incoming calls in a professional manner.  
• Maintaining suitable and sufficient office stationary levels. 
• Establishing stationary requirements for the Office.  
• Resourcing of candidates and appropriately advertising for and recruiting place-able staff.  
• Processing of all the payroll on a weekly basis.  
• Managing payroll and other tasks relating to staff wages.  
• Updating databases with confidential and relevant information.  
• Sourcing candidates C.V’s from various job boards or other media sources.  
• Ensuring that all information and documentation is compliant with guidelines of the Data Protection Act.  
• Arranging interviews and confirming interviews by email.  
• Coordinating and communicating activities for the Office, including all employee events.  
             Teleperformance  - Tirana Albania
             Guest Service Executive
January 2011 – May 2013
· Answer call and help customers with their difficulties
· Describe company services and policy
· Public announcements
· Arrange contract between customers and company 
Vila Park  - Tirana Albania
Guest Service Executive - Receptionist
September 2012  – January  2013
· Answer call and arrange meting 
· Welcome visitors 
· Administration of the reservations and cancelations

· Dealing with check-in and check -out

World Vistion - Tirana Albania
Translator

2008 - 2009

IDRA - Tirana Albania
Guest Service Executive
January 2011 – May 2013
· Compilation of pools in different cities of Albania 
· Arrange of timing and deadline
· Understating pool necessities
ACADEMIC QUALIFICATIONS 

 Professional Master in English Language – DND type Diploma 

(Second   Level Diploma ), 

Translation and interpretation of English and Italian  language 
UNIVERSITY OF TIRANA, FACULTY OF FREIGN LANGUAGES

 Tirana Albania  2010-2013 

Bachelor Degree – DND type Diploma ( First  Level Diploma ),
 English language and literature/letters
ALEKSANDER XHUVANI UNIVERSITY OF ELBASAN, FACLTY OF HUMAN SCIENCES, DEPARTMENT OF ENGLISH LANGUAGE.
 Elbasan  Albania  2007-2010

High School Diploma, General High School, Social Sciences profile KOSTANDIN KRISOFORIDHI HIGH SCHOOL

 Elbasan Albania  2003-2007 
KEY COMPETENCIES AND SKILLS

· Excellent written and communication skills. 

· Flexible and adaptable. 

· Computer Literate: MS Word, MS PowerPoint, MS Excel, PowerPoint
· Well spoken, approachable, with great attention to detail & a professional attitude.

· A dedicated and controlled professional. 

· Great team player
· Customer Service Management 
· Medical Records
· SAP
LANGUAGES
· English 
Writing – Excellent   Reading  - Excellent  Speaking - Excellent

· Italian 

Writing – Excellent   Reading  - Excellent  Speaking - Excellent

· Albanian  - Mother Tongue


