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MARLINA 
marlina.370825@2freemail.com
	CAREER OBJECTIVE:


An enthusiastic, ambitious and self-motivated individual with a strong work ethic; dedicated, goal-orientated and eagerly embraces a challenge. Responsible and disciplined demonstrating respect for colleagues and clients alike. Wanting a challenging role within the Customer Service and Administrative field where existing skills can be fully utilised and are opportunities for career development.
	KEY SKILLS


· 8+ Years hands on Experience in multi-field as Medical secretary, Administrate Lead, Health and Beauty, Customer Service, Prescriptions Lead and Front end desk.
· Extensive administrative experience; able to use Oracle, EMIS WEB, PIMS and TSS systems and CUBE.

· Well in audio typing and ICT Proficient in the use of MS Office, Internet and Email and also have fast typing skill.
· Self-reliant and good team player and positive thinker and quick learner.
· Having good writing and oral communication.
· Holds excellent interpersonal and committed person with proven analyzing and analytical skill sets.
	WORK EXPERIENCE:


Great Ormond Street Children Hospital NHS Foundation Trust – London
Medical Secretary/PA 






Nov 2016 – Apr 2017

· Maintain an up to date electronic and paper office filing system appropriate to the department. 

· Providing high quality, accurate and responsive secretarial and administrative support for the team and providing cross cover within the team. 

· Arranging team meetings where appropriate, formulating agenda, taking minutes and circulate associated papers. 

· Deal with telephone enquiries from parents and staff in a polite, courteous, helpful and confidential manner.
· Booking follow up appointments and contact families regarding the appointments when necessary as directed by Office Manager, also book transport and interpreters and accommodation for patients as required.
· Carry out general administrative duties such as photocopying, sending and receiving faxes and opening of the post. 

· Demonstrate excellent communication and interpersonal skills including the ability to exercise diplomacy and a good telephone manner. 

· Appropriately receive, re-direct and make telephone calls to and from the department as required. Run an effective messaging service. 

· To ensure that documents / correspondence are filed promptly and in the correct section of patients health records

· Maintaining absolute confidentiality regarding patient information to all parties unrelated to their medical care

· To ensure that all patients health records are tracked in and out of the relevant department in a timely and accurate manner

· To locate and retrieve health records as and when required

Regus – Victoria, London






Apr’2016– Nov’ 2016

Community Associate

· Dealing with day to date client enquiries face to face, as well as telephonic enquiries. 

· Booking offices and meeting room for clients.

· Supervising cleaning team and handyman to maintain property standard.

· Handling accounts and billings.

· Dealing with suppliers as well as raising purchase orders via Oracle.

· Managing security system through GALECO. 

· Dealing with clients posts and franking. 

Yare Valley Medical Practice, Norwich



              Jul’2015–Jan’ 2016

Medical/Admin Secretary

· Organising DR/Nurses/HCA appointment slots.

· Organising patient’s letters and clinical reports.

· Referring patients to the hospital via letters and Choose and Book.

· Keeping up to date with DR/Nurses/HCA Diaries.

· Prescribing and altering repeat medication.

· Making sure the test results are filed with the right patients notes.

· Scanning and coding letters into patient’s records.

· Arranging appointments for the DR/Nurses/HCA.

· Dealing with telephone enquiries and emails.

· Filing and typing up reports.

· Dealing with registration and deductions.

Plashed Medical Centre, Plaistow




  Oct’2013–May’2015

Medical Secretary 

· Updating patient’s records.

· Make Choose and Book referrals for the patients.

· Dealing with correspondence and general queries from patients 

· Deal with medications and Prescribe patients repeat medicines.

· Updating patient notes with accurate test results. 

· Phoning patients to inform them of the results of medical tests. 

· Setting up a filing system and updating it regularly. 

· Making sure that the appointments system runs smoothly.

· Updating the surgeries computer system with appointments and personal details. 

· Explaining the practice procedures to new patients. 

· Dealing with all requests in an efficient and courteous manner. 

· Making sure that the medical consulting rooms and surgery is fully stocked with essential supplies. 

· Organising meeting between the practise staff and senior managers.

· Typing patient letters and referral letters.

· Dealing with medical records request from the solicitors.

Plashet Medical Centre, Plaistow



Aug’ 2012 – Feb’ 2015

Head Receptionist:

· Deal with patient enquires face to face and over the telephone. 

· Register new patients by checking application forms and booking first appointments.

· Create temporary medical records when necessary.

· Processes requests for repeat prescriptions.

· Monitoring and updating patient information; in putting data into specific patient records.

· Manage diaries and made appointment for doctors and nurses via computerised booking system EMIS.

· File Hospital letters, investigations, solicitor and insurance letters and reports – in chronological order.

· Pull up ex-patient records and ensure prompt return of these when request by Health Authority.

· Processing item of service forms; keeping records for submission to the Health Authority.

· Maintain patient waiting room ensuring the space was clean and tidy

· Scan Hospital letters and documents in to patients records.

· Register patient and keep up to date patient records.

Newham General Hospital, Plaistow



Aug’ 2008 – Sept’ 2008

Receptionist:

· Worked in the Physiotherapy department on the reception desk. 

· Booked patient appointments through computerised system TSS (Therapy Software System)

· Dealt with patient enquires, referrals and correspondence.

· Monitored and updated TSS system on a daily basis.

· Complied with hospital Confidentiality policies.

· Handled stationary orders and stocked delivered stationary. 

· Ensured therapists were provided with patient treatment cards for new patients in order to access all sites and outreach clinics.

· General office duties; faxing, filling, responding to emails etc.

Pound Stretcher, London
Customer Service Representative:



May’2009 – Nov’2010
· Serving customers face to face and over the telephone.
· Listening and responding to customers and help them according to their query.

· Advising customers by providing right information on products and direct them to the right aisle.

· Communicating make selection by building customer confidence; offering suggestions and opinions.

· Helping customers by researching answers or solutions as needed. 

· Providing information about products and services

· Handling returns or complaints as per the company policy.

· Recording details of customer contacts and actions taken for company records.

Superdrug, London

Beauty Advisor






Aug’ 2005 – Dec’ 2009
· Helping customers to find the right products.
· Skin knowledge which helps advising customer about their skin so customers can choose the right product. 

· Extending extensive beauty product knowledge to customers.
· Demonstrate beauty products so customers can fully understand. 

· Attending and responding to customer queries on beauty products to enhance sales.
· Maintaining appearance, inventories and reports of the department manager.
· Creating effective displays to sell seasonal and promotional beauty products as per the brand. 
· Advertising and selling the products as per company/brand target.

· Maintaining clean work areas and keeping the beauty tools sterilized.
· In-charge for routine administrative operations.
· Re stocking with timely manner and invoicing the suppliers and deal with other admin works. 
	TECHNICAL SKILLS:


Operating System:
Windows 98, 2000, XP, Vista and Windows 7 and Mac
Packages:
Microsoft Office and many more NHS software’s.
	EDUCATION:


NHS (Great Ormond Street Children Hospital)

Level 1/2 Child Protection Training




2016 - 2017
NHS (Spire Roding Hospital)

Basic Life Support





         

2013

NHS (North East London and the City)

Level 1/2 Child Protection Training for Primary Care

2013 - 2014
Newham College of Further Education, London



2005 - 2009
· NVQ Level 1 Beauty Therapy
· Level 1, 2 & 3 Computing IT
· Basic Business Computing & IT Course

Queen Mary University, Canning Town



 
2006 - 2007

Communication Workshop

Oriental Academy, East Ham





 2003 - 2005

Diploma in English as a Foreign Language

	EXTRA CURRICULAR ACTIVITIES


· Participating in charity events
· Reading Books
	PERSONAL PROFILE:


Father Name:
Mohamed 
Date of birth:
05-10-1988
Gender:
Female

Nationality:
British (Indian) 
Languages known:
UK English, Hindi, Bengali and Tamil
	DECLARATION:


I hereby declare that the above information is true to best of my knowledge and belief.   
                                                                                                       (Marlina)
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