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Ms Yasshmeen
Personal Data:
Date of Birth: 10/06/1982
Age: 34
Sex: Female
Nationality: Indian
Marital Status: Married
Spouse Name: Mohd.
Visa Status: - Visit Visa
E-Mail:
Yasmeen.372767@2freemail.com 
Present address: Sharjah, UAE
Strengths: Positive mind, Trustworthy, Team player, Hard working
Hobbies:
· Watching TV, 
· Reading Books
· Playing Shuttle

	CURICULAM VITAE
Career Objective
A self-motivated person with a positive attitude towards accepting career development challenges and takes initiative to be a good and flexible team player, also like to be a part of reputed corporate that offers a chance to exercise my skills and professional growth with the growth of the company.
 Work Experience
Al Gharafa Medical Centre, Ajman
Work Experience : From April 2016 to October 2016
Front Office Executive
· Worked as a Front Office Executive
· Answering the phone calls
· Receiving the patients with a smile and answering their queries.
· Collection of consultation Fee.
· Booking appointments.
· Handling medical checkups of the companies often.
· Checking the eligibility of patients with respective of their 
            Insurance and send to the  consultant accordingly
· Maintaining rapport with patients and doctors.
· Coordinating with HOD’S and giving daily, weekly and monthly data.
Apollo Hospitals, Jubilee Hills.
Work Experience : From March 2010 to March 2016
(Patient care-coordinator)
Job Responsibilities :
· Worked as a Patient care co-ordinator
· Issuing of letters of concern companies
· Updating the procedures of patients in Single Rooms and VIP
· Sending all the case sheets to MRD  
· Coordinating with Doctors, nurses & helping them
· Updating the insurance and credit patients
· Documentation
· Handling main reception and doctor’s reception
· Handling International operation theatre
· Able to tackle any type of issue

	· 

	EDUCATIONAL QUALIFICATIONS
· Bachelor of Commerce from (Osmania University), Hyderabad, India. (2003) specialized in B.com.53%
· Passed Intermediate in Commerce from   CEC
                 (Railway Junior College) Guntakal.2000  76%
· Passed CBSE From Kendriya Vidyalaya, Guntakal. 1998 75%
PROFESSIONAL PROFICIENCY
· Willingness to take initiative and work in team efficiently and effectively, ability to deal with people diplomatically, disciplined and good etiquette.
· Manage and complete multiple tasks accurately and by deadline.
· Make decisions using available resources and sound judgment.
EXTRA CURRICULAR ACTIVITIES & ACHIEVEMENTS
· Participated in Intermediate & School for Sports Competition. 
· Participated in Regional and Sub Regional in Athletics in 800 mts..
· Co-coordinator of various cultural and other events held in college and outside.
COMPUTER PROFICIENCY & OTHER QUALIFICATIONS
· Good knowledge in Microsoft Office. (Including MS word, MS Excel, MS PowerPoint.)
LANGUAGES KNOWN
Spoken 

:
English, Hindi& Urdu
Written

:
English, Hindi & Urdu
References are available on request
Declaration
I hereby declare that all the above furnished details are true to the best of my knowledge and belief.
Place:UAE


Yasshmeen
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