	Gulfjobseeker.com CV No: 308178
Mobile +971505905010 / +971504753686 
To get contact details of this candidates

Submit request through Feedback Link

http://www.gulfjobseeker.com/feedback/submit_fb.php
	[image: image1.jpg]




	
	

	
	PROFILE SUMMARY
	
	

	Versatile, enthusiastic and result driven professional with track record of more than 5 years of executive level profile within leading medical establishments in the UAE and the Philippines. Displayed skills in setting up rapport with colleagues, superiors, and patients; performing sales activities; handling administrative duties and providing quality customer service. Well-organized and committed team player with the ability to work well under pressure and meet strict deadlines by setting job priorities. Well versed in ICD-10 Procedure Coding System, verifying patient’s eligibility, reading doctor’s prescription and reconstituting antibiotics. Has excellent communication, presentation, analytical, organizational, problem solving, time management and IT skills with presentable personality and strong work ethics. Seeks a suitable opening as Receptionist/ Sales Representative/ Medical Coder/ Medical Representative/ Document Controller/ Insurance Claims Assistant to broaden knowledge and utilize gained experience.


	STRENGTHS

	· Strong Customer Service Orientation  
	· Excellent Command over Administration

	· Effective Planning and Coordination
	· Natural Empathy for Patients’ Situations

	· Exposure in the Medical Industry
	· Adept with Documentation Procedures 

	· Aggressive Selling Techniques
	· Outstanding Public Relations Skills

	

	
	EDUCATION
	

	

	Bachelor of Science - Medical Technology
Ago Medical & Educational Center, Albay, Philippines
	2003


	
	CAREER SNAPSHOT
	

	

	Patient Relation Officer, Welcare Clinic, Dubai, UAE 


	May 2008 – Apr 2009

	Pharmacy Assistant, Mercury Drug Corporation, Philippines

	May 2004 – Nov 2007

	Medical Representative, TECO Reagent Co., Manila, Philippines
	Apr 2003 – Apr 2004


	
	CAPABILITIES
	

	Insurance Claims Assistant

· Obtain information from insured or appointed persons for purpose of settling claim with insurance carrier. Review claims forms and other records to find out insurance coverage.

· Verify  the  authenticity  and completeness of  the  claim  forms  for  the  approvals   required   if  any, including diagnosis and signature  of  patients and doctors.

· Exposed in dealings with relevant parties such as medical team and insurance companies.  

· Provide excellent customer service; build awareness among customers with special emphasis on flexibility and ease of operations on processing medical insurance claims.  



	
	EXPERTISE
	

	Receptionist

· Represent the company as first point of contact for visitors as well as new and existing clients.

· Greet people entering establishment, find out nature and purpose of visit, and direct or escort them to specific destinations. Issue visitor's passes when needed.

· Operate telephone switchboard to answer, screen and forward calls, provide information, take messages and schedule appointments. 

· Receive, open and distribute mail; relay information or documents to employees.  

Sales/ Medical Representative

· Adept in selling of medical products and conducting presentations for client benefit.

· Generate new clientele and develop contacts through networking and business development.

· Gain familiarity with all products including their rates and other specifications and how individual products can offer solutions to consumers.
· Build and uphold positive working relationships with medical staff and clients.  

	
	

	Cont’d…
· Preserve the position in the market by constantly overseeing the competitors’ activities to review the set strategies and plan as necessary.
· Keep up-to-date with market trends and developments in the medical and healthcare industry.


	Document Controller 

· Control all documents or records for quality management requirements in the organization.

· Review documents, records and forms for accuracy, completeness and conformance to applicable procedures and regulations. 

· Use computer programs in recording, updating and tracking records.

· Devise and maintain an extensive filing system to keep files, drawings, and documents up-to-date to allow easy access to records.

· Oversee availability of the latest version of quality document and records at all points of use.  

· Identify the retention period for quality documents as needed in coordination with superiors.  
  

	
	OTHER DETAILS
	

	Patient Relation Officer - Welcare Clinic Mirdif

· Scheduled and confirmed patient’s appointments and medical consultations.

· Carried out and directed patient management functions and provided support to the doctor.

· Offered assistance and counseling to beneficiaries; get approval from insurance companies.
· Verified patient eligibility and performed procedures for referrals.

· Prepared health record copies and abstract and compiled the same.

· Involved in preparing files, safeguards, transfers and retires health records. Prepared codes and sent clinical record cover sheets.

· Used ICD-10 in HIS System to prepare codes needed for DOH reporting.



	Pharmacy Assistant - Mercury Drug Corporation

· Packed and labeled units of medication trays (cassettes) using patient profile records.


· Attended to and prepared walk-in pharmacy orders. Kept cleanliness in the work area.

· Responsible for stock requisition; coordinated the distribution, delivery and pick-up of pharmaceutical products.
· Inventoried stock and ensured enough quantity of medical supplies to avoid shortage.

· Filled ward stock orders for over-the-counter nonprescription medicine.

· Repackaged bulk nonprescription and prescription drugs by hand or machine.       



	Medical Representative - TECO Reagent Company
· Promoted and sold laboratory reagents, laboratory instrument, machines and equipments.

· Ensured correct machine and calibration status.

· Planned work schedule as well as weekly and monthly timetables.

· Booked appointments with doctors, pharmacists and hospital medical nurse.

· Attended company meetings, technical data presentation and product briefings.

· Organized conferences for doctors and other medical staff.

· Kept detailed records of all contacts, which may involve database management.

· Closely surveyed competitor activities and competitor’s products.



	
	TRAINING
	

	Received training in Heartsaver CPR from the American Heart Association at the Welcare Hospital Training Center in Dubai, UAE in Oct 2008.


	
	IT SKILLS
	

	Skillful in Windows, MS Office (Word, Excel & PowerPoint), Internet and E-mail applications.



	
	PERSONAL DETAILS
	

	Filipino National          Born 7th of June 1982       Married      Employment Visa
Speaks English & Tagalog      


