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	Medical Transcriptionist/Secretary/Receptionist


	Qualified and experience professional with proven work exposure and expertise for over 6 years in providing medical administrative support and secretarial job in established medical institution also including in established hotel. With academic and work background on medical transcription. Self-motivated and hardworking individual with ability to work in a pressurized work environment, effectively prioritize job responsibilities and motivate colleagues to achieve company objectives. Excellent correspondences skills, good administration, organization, problem solving, analytical, eager to learn and with leadership skills.


	EDUCATION


	MEDICAL TRANSCRIPTION
	2006

	Phoenix One Knowledge Solutions, Inc. Alabang, Muntinlupa, Philippines
	

	ASSOCIATE IN PHYSICAL THERAPY
	2000

	University of Perpetual Help System, Laguna, Philippines
	


	PROFESSIONAL EXPERIENCE


	Medical Transcriptionist
	2006-2008

	Quality Transcription Solutions and Training Inc., Alabang Muntinlupa, Philippines
	

	Medical Secretary
	2003-2006

	Holy Rosary Private Hospital, Lopez, Quezon, Philippines
	

	Receptionist cum Telephone Operator
	2001-2003

	Bulwagang Salakot Hotel and Restaurant, Gumaca, Quezon, Philippines
	


	PROVEN JOB ROLE


	Medical  Transcriptionist, Quality Transcription Solutions and Training Inc., Alabang Muntinlupa, Philippines
· Transcribes and edits recorded or written material, including operative reports, discharge summaries, patient history and examinations, physician letters and notes, and pharmacy, rehabilitation, autopsy, and x-ray reports. 

· Verifies accuracy of patient information such as name and identification number; verifies accuracy of transcription for correct punctuation, grammar, and spelling. 

· Maintains logs of medical procedures, incoming dictation, and transcription records. 

· Sorts, copies, prepare, assemble, and files records and charts. 

· Distributes and collects dictation and transcribed reports; follows up on physicians' missing and/or late dictation. 

· Performs quality assurance documentation. 

· Maintains disk and disk back up system; may order supplies and report equipment operational problems. 

· Collect, tabulate, and generate reports on statistical data, as appropriate. 

· Assist with telephone coverage. 

· Takes minutes of transcription department meetings.
· Knowledge of medical terminology. 

· Ability to follow routine verbal and written instructions and with Transcription skills. 

· Skill in the use of operating basic office equipment and ability to document work in progress. 

· Ability to read, sort, check, count, and verify numbers and records maintenance skills
· Performs miscellaneous job-related duties as assigned

Medical Secretary, Holy Rosary Private Hospital, Lopez, Quezon, Philippines
· Interviews in-coming patients for medical, psychiatric, and/or hospital care to obtain demographic information, authorizations for treatment, and related information and consent. 
· Communicate and explain with patients and families regarding financial issues such as insurance, eligibility for assistance, sliding fee scales, Medicaid and meal eligibility

· Confirms patient services needed, schedules evaluations and admissions. 

· Records patient demographic, insurance, and billing codes into registration and billing system; researches missing information on intake forms; obtains signatures and release forms. 

· Provides clerical support to patient registration department, including data entry, preparing forms, compiling quality assurance data; maintains legal and financial files. 

· Provides administrative support for the unit such as answering telephones, routing calls, taking messages, ordering laboratory/medical tests and receiving laboratory results, redirecting medical crisis calls, and providing general information; receives and directs visitors and/or patients; schedules patient appointments for treatment; confirms services needed by patient, and orients patient to specific medical procedure and nature of treatment involved. 

· Follows established departmental policies, procedures, and objectives, continuous quality improvement objectives, and safety, environmental, and/or infection control standards. 

· Contact attending physicians regarding services required by patient, evaluations needed, and obtain relevant medical records. 

· Knowledge of medical terminology. 

· Word processing and/or data entry skills. 

· Ability to maintain quality, safety, and/or infection control standards. 

· Ability to interact and communicate with people over the telephone, often in stressful situations. 

· Ability to develop and maintain filing systems. 

· Knowledge of medical billing procedures. 

· Knowledge of planning and scheduling techniques. 

· Knowledge of the nature and provisions of alternative health insurance plans. 

· Knowledge of the pre-certification requirements, procedures and documentation. 

· Skill in preparing and maintaining patient records

Receptionist cum Telephone Operator
· In-charged for answering all routing calls and transfers them to appropriate person
· Operates switchboard in the processing of incoming and outgoing calls

· Handles information calls

· Keeps up to date records of extensions of employees and departments

· Acts as a receptionist greetings and provides information
· Ability to gather data, compiles information, and prepares reports and ability to analyze and solve problems. 

· Knowledge of  standards and procedures and acts depending on the needed situation, keep on the track of incoming and out going person 
· Operates the public address systems to pages appropriate person for on calls and make general announcements
· Performs typing and clerical tasks


	PERSONAL DETAILS


Nationality: Filipino 

      Birth: 30th December 1979



       Status: Married       
Language: English & Filipino    
   
Visa Status:  Visit   
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