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Name:           Jackline 
Email:           jackline.380382@2freemail.com 
Visa status:  Visit till 19/07/2018
OBJECTIVE
To seek a challenging role in your company where I would be able to use my skills to the highest potential and to develop new abilities
SKILLS & CAPABILITIES
· Proficient in Microsoft Word and Excel. 

· Excellent in interpersonal skills. Confident in English Communication Skills both verbal & written. 
· Good understanding of the Internet & web technology
WORK EXPERIENCE
Receptionist -  Medicentres polyclinic UAE
August 8 2014 – August   2017
Job Description

· Welcomes patients and visitors by greeting patients and visitors, in person or on the telephone; answering or referring inquiries.

· Optimizes patients' satisfaction, provider time, and treatment room utilization by scheduling appointments in person or by telephone.

· Keeps patient appointments on schedule by notifying provider of patient's arrival; reviewing service delivery compared to schedule; reminding provider of service delays.

· Comforts patients by anticipating patients' anxieties; answering patients' questions; maintaining the reception area.

· Ensures availability of treatment information by filing and retrieving patient records and  financial information.

· Obtains revenue by recording and updating financial information; recording and collecting patient charges; controlling credit extended to patients; filing, collecting, and expediting third-party claims.

· Maintains business office inventory and equipment by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies; scheduling equipment service and repairs.

· Helping patients in distress by responding to emergencies.
Medcare Hospital – UAE
Medical Receptionist

2008 Dec - Dec 2013
·  Coordinate care to patients by developing, monitoring, and evaluating interdisciplinary care.

·  Provide educational information in conjunction with direct care providers related to treatments, procedures, medications, and continuing care requirements.

·  Resolve issues that could affect smooth care progression; fostering peer support; providing education to others regarding the case management process.

· monitor delivery of care by completing patient rounds; documenting care; identifying progress toward desired care outcomes

·  Respect patients by recognizing their rights; maintaining confidentiality.

· Contributing to team effort by accomplishing related results as needed.

· Good communication skills

RN- Surgical and maternity wards
Ram Hospital – Kenya

Jan 2006 – Dec 2008

· Taking vital signs and recording in patient’s sheet

· orders and complete patient sheets on time

· Help mothers in bearing down
· Prepare patients for surgical procedures

· Prepare timely and accurate records of patients’ history and recovery charts

· Maintain in depth the knowledge of aseptic technique

QUALIFICATIONS

Diploma in Nursing – KMTC, Basic Life Support, Infection control, computer packages


