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Mohammed 
UAE  (  Dubai (    mohammed.150584@2freemail.com 
Career Profile
· An Enthusiastic, Self-motivated, Reliable, Responsible and a Hard-Working person as own initiative. 
· Respected leader of creative teams, adaptable to all challenging situations. 
· Eager to push limits & expectation to assure a well-maintained work cycle. 
Skills
	· Possess strong administrative skills

· Creative Team Leadership

· Effective management skills
· Customer service oriented 
	· Solid communication skills 
· Qualified Sales & Marketing 
· Tenacity of Problems solving skills
· Adaptability 


Recommendations 
	Dr. Samih Tarabichi (Chief Director and Head Surgeon at Burjeel Hospital for Advanced Surgery.)
Magdy Jamal (CEO of CCI LLC)


Professional Experience

Health bay polyclinic, DUBAI– Private medical clinic group
Front desk Supervisor / Billing Supervisor / Insurance Coordinator 

December 2014 – Present 
Managing money transactions & collecting payments, issuing receipts, resolve customer complaints, generating reports (Insurance & Accounts)

· Managed workflow on the Front desk, support functions and special projects. 

· Provide technical guidance, training and staff development for the Customer Service Representatives.  

· Promotes a superior customer focused environment by managing the efficient delivery of quality service to patients and customers. 

· Provides Front Desk performance reports and implement procedures to enhance the reservation process. 

· Identifies and resolved customer issues and participated in routine communications with clients to ensure complete customer satisfaction. 

· Carrying out registrations of patients, verify and update necessary information in the medical record

· Performance measurement, monitoring, and evaluation of all agents and operators to improve the efficiency.

· Serve as a liaison between medical support staff and patient

· Practicing and ensuring compliance with that of all the organization’s policies and procedures.

· Perform responsibilities of preparing and maintaining patient logs with necessary information like treatment charges and personal information

· Handle other clerical tasks as required



Burjeel hospital for advanced surgery - The Leading Orthopedic Specialty Hospital in the Middle East, Division of Lifeline Group of Hospitals (LLH) 

Senior Front Desk Executive   November 2013–November 2014
· Provide Front desk performance reports and implemented procedures to enhance the reservation process. 

· Identifies and resolved customer issues and participated in routine communications with clients to ensure complete customer satisfaction. 

· Carrying out registrations of patients, verify and update necessary information in the medical record

· Performance measurement, monitoring, and evaluation of all agents and operators to improve the efficiency.

· Serves as a liaison between medical support staff and patient

· Practicing and ensuring compliance with all of the organization’s policies and procedures.

· Perform responsibilities of preparing and maintaining patient logs with necessary information like treatment charges and personal information.


CCI (ADIB) – Full-service advertising, marketing and PR agency 
Senior Sales September 2012–November 2013
●
Answering phone calls professionally and respond to customer inquiries.
●
Research required information using available resources.
●
Handle and resolve customer complaints.
●
Provide customers with product and service information, process orders, forms and applications.
●
Follow up customer calls where necessary

●
Completing call logs, completing call reports and handling cold calls.

●
E-statement Project (ADIB)

●
Etisalat and ADIB Card promotion (collecting Data)

●
Etisalat and ADIB Credit Card Pre-activation 

Certified courses
· Nov 2003, 2004

Computer Course.

SHK. Mohammed Projects for Information Technology Studies.

Dubai, U.A.E.
· July 2005

English Course 

Direct English Institute 

Dubai, U.A.E.

· March 2007

Secretary Course 

Education

· American College of Dubai

BBA (Business Bachelor Administrative)
 

· Secondary MBR (Mohammed Bin Rashid) School – Dubai – U.A.E,

High School Certificate, Grade 12.

Reference will be furnished upon request
