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CAREER SUMMARY:

Experienced counter staff, receptionist, assistant teacher, medical secretary, medical records clerk with over eight years of experience (including over two years in Saudi Arabia). Looking forward for more challenging and more costumer oriented role wherein I can utilize my strength for the organizations development and my growth.
                                    EMPLOYMENT EXPERIENCES
 
PRESS TO LAUNDRY

Dubai Down Town UAE
Counter Staff/Receptionist

 August 2016 – January 2017

· Handling all customers’ inquiries coming in. 
· Tracking the orders as per the schedule. 
· Entering orders and picking orders for customers. 
· Deals with cash, debit, and credit sales, Cash book. 
· Prepare merchandise and coordinating services. 
· Responsible for carrying out assigned housekeeping tasks. 
· Responsible for carrying out any other duties assigned by Branch Manager.
· Handle all Front office Word and Excel documentation. Handling daily reports.
 DLSU Medical Center
 Dasmarinas City, Philippines
 Medical Secretary
 June 2010 - January 15, 2016
· Handle telephone inquiries, screen and direct calls 
· Handling the Cash counter & Cash book.
· Take and relay messages

· Provide information to callers

· Doing the filling and arrange the files for future tracking
· Dealing with the patient’s inquiries as and if needed
· Set up patient’s appointments
· Track knowledge of staff movements in and out of organization

· Monitor visitor access and maintain security awareness

· Provide general administrative and clerical support

· Prepare correspondence and documents

· Receive and sort mail and deliveries

· Schedule appointments

· Maintain appointment diary either manually reports
· Handle all Front office Word and Excel documentation and reports preparation on a daily basis for daily reporting.
Kingdom Hospital
Consulting Clinic

Kingdom of Saudi Arabia

Medical Records Clerk
August 01, 2006 – September 07, 2008  
· Organize and manage patients' health information data.

· Ensure paperwork is properly filled out.

· Verify accuracy and accessibility of files.

· Ensure all files are secure. 
· Communicate with physicians and other healthcare professionals to   clarify diagnoses or to obtain additional information.

· Analyze electronic data.

· Maintain data on patient safety, patterns of disease, and disease treatment and outcome in word and excel format.
· Develop and maintain health information networks.

· Codify patients' medical information for reimbursement purposes.

· Assign a code to each diagnosis and procedure by using classification systems software.

· Conduct annual follow-ups to track treatment, survival, and recovery.

· Calculate survivor rates.

· Identify potential participants for clinical drug trials.

· Medical transcription.

· Motivated, quick, tactful, trustworthy, and punctual.

MORNING SUNSHINE NURSERY SCHOOL 
ASSISTANT TEACHER
AUGUST 29, 2005- APRIL 10, 2006

· Helping the teacher to maintain order in the classroom
· Accompany the students to the cafeteria, comfort room etc.

· Ensure that the students are obeying the rules
· Supervise the students during recess or before and after school
· Responsible for decorating the classroom or updating the bulletin board
· Provide support for all children inside and outside the classroom

· Facilitate and guide the children during activities

· Actively interact with children, develop strong relationships and that their individual needs are accommodated and respected at all times

· Ensure that the Students areas are always kept free from any hazards and are safe.

· Monitor and document daily observations of child development to be used in planning activities
EDUCATION

         De La Salle University 

Dasmarinas City, Cavite
     
Philippines

BS- Nursing

`
1995-1997
 I certify that all the above mentioned information is true to my knowledge.
RICHELLE Dubai 
RICHELLE 


� HYPERLINK "mailto:RICHELLE.366180@2freemail.com" �RICHELLE.366180@2freemail.com�   


Availability: Available to join immediately











Email Address :  rrrrrrraragevill_76ahoo.comluejed59@yahoo.com








