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Marwa
Marwa.366669@2freemail.com  
OBJECTIVE
· To obtain a challenging position that will utilize my skills and experiences and which will also provide me with the opportunity for growth and advancement.

EDUCATION
· General secondary Education (1999) Mohamed korayem School.
· Faculty of Commerce, Section Business and Financial 

       With Grade: Very Good in May 2008[image: image2.jpg]



        Alexandria University 

EXPERIENCE
June 2016 to Present
Job Title: IN Patient Executive  at Burjeel Hospital

Job Description:
· Responsible for performing daily tasks in such as dealing with admission , discharges and tracking the insurance approval process

· Follows organization and department procedures to complete tasks in a timely manner

· Coordinates phone communication between the admissions and the nurses.
· Preparation of daily inpatient ward report and patient list update

·  Keep track of all the necessary forms in the inpatient unit
· Responsible for filling up birth notifications of the new born

· Responsible of relaying adequate information to the managers

· Ensuring all equipment is in working order
· Delivering appropriate information to managers / nursing / admission regarding the room availability as needed in the inpatient unit

· Granting room allocation with continuous communication to the admission office

· Responsible for follow up of the insurance approvals

· Responsible for registering the patient in the admission log book
· Responsible for registering the discharge filed to the billing department

· Maintaining a check list before room allocation

· Coordinating with the maintenance, housekeeping and room service related complaints during the patient’s stay.

· Preparing and ordering the material request list for the unit
March 2015 to May 2016
Job Title: Senior Sales Advisor at The Body Shop
Job Description:

· Greeting & welcoming all potential and existing customers.
· Matching the customer’s needs to the right product.

· Highlighting special offers and promotions to customers.

· Providing product advice, knowledge and guidance to customers.

· Processing returns and refunds as required in line with company procedures.

· Handling customer complaints in a courteous manner.

· Managing cash and payment systems in accordance with company procedures and policies.

· Enlarge client base by developing excellent customer relations

February 2011 to November2014
 Job Title: Receptionist at El Shoruk hospital

  Job description:
· Greeting and Welcome patients and visitors 

· Register new patient and update existing patient

· Collect patient details

· Answer calls and provide information to caller

· Responds to patient inquiries in courteous manner

· Schedule patient appointment

January 2009 to January 2011
Job Tittle: Secretary in Qabaa Trading Company

Job Description:
· Using various computer packages - Word, Excel, PowerPoint

· Answering the phone and answering queries

· Secures information by completing database backups

· Prepares reports by collecting information. 

· Manage diaries and making appointment
October 2007 to December 2008
Job Title: Data Entry in Seif pharmacy

Job Description:
· prepare, compile and sort documents for data entry

· check source documents for accuracy

· verify data and correct data where necessary

· update data and delete unnecessary files    

· obtain further information for incomplete documents
· combine and rearrange data from source documents where required 
· check completed work for accuracy
Courses
Diploma In Customer Service
· Completed Certified Courses from Alison.com 
MCIT Scholarship at New Horizons 
· Completed MCIT professional Training Database Single Platform Track in 924 Hours Course.
Development Future Youth (D F Y)
· Completed 3 Months Between "19 Feb 2012 to 31 May 2012".
Diploma in Microsoft office
· Completed certified Courses in Armed Forces Institute.
Certification:
· International computer Drive license
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MCSA       
· MCSE : Data Platform
· Access Code : marwaaly
Languages
· Arabic :Native language
· English :Good (Spoken-Written)
· French :Fair
Skills
· Ambitious.
· Multi task oriented

· Tactful ,mature and flexible 
· Enthusiastic and patient
· Can work under pressure , and can deliver set goals
· Creative, self-motivated, reliable and dynamic
· Multi task oriented

· Understanding importance of teamwork
Interests
· Reading (Human Development, Novels, Poetry)
· Music: Soft Music

· Fitness: Walking – Aerobics
· Volunteer in Life-makers Foundation at Ensan Project
PERSONAL INFPRMATION
· Nationality: Egyptian
· Date of birth: 16-01-1983
· Marital status: Single
· Home Town :Alexandria -Egypt

· Visa Type: Employment Visa
Reference available upon request

