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NAZEEMA
Email Address: nazema.181019@2freemail.com
	Category
	Administration / Billing / Receptionist.

	
	

	Designation Wanted
	Any Suitable Post.

	
	

	Type of Job
	Full Time.

	
	

	Notice Period
	Can Join Immediately.

	
	


Career Objective
To be an astute learner and the best performer in your organization. So that I can build an innovative career in your esteemed organization by using my skills and other significant talents.
Muslim Maternity & Children Hospital since 28 March 2001 to Till Date.
Reception In-Charge Cum In Patient & Out Patient Billing Accountant :
General Purpose
Attend to patients on the phone and in person. Coordinate and organize appointments and documentation to facilitate the smooth running of the healthcare environment and support delivery of quality patient care.
Main Job Tasks and Responsibilities
· Greet patients. 
· Register patients according to established protocols. 
· Assist patients to complete all necessary forms and documents including medical insurance. 
· Ensure patient information is accurate including billing information. 
· Inform patients of medical office procedures and policy. 
· Maintain and manage patient records. 
· Move patients through appointments as scheduled. 
· Answer incoming calls and deal with inquiries. 
· Transfer calls as required. 
· Schedule patient appointments. 
· Collect co-pays and payments. 
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· Report statistics as required. 
· Prepare bills as per case sheet. 
· Schedule hospital admissions, tests, scans and outside appointments for patients. 
· Obtain external medical reports as required by medical professionals. 
· Deal with incoming and outgoing post. 
· Complete other clerical duties as assigned. 
· Maintain stock of forms and office supplies. 
· Ensure reception area is well maintained, neat and clean. 
· Safeguard patient privacy and confidentiality. 
Lab & ECG Technician:
Role & Responsibilities as a Lab & ECG Technician:
· Registers patients by confirming patient identification, reviewing consultation requests, checking for special instructions, consulting with the physician, entering anticipated services to patient log. 
· Conducts electrocardiogram, phonocardiogram, echocardiogram, and stress tests by using electronic test equipment, recording devices, and laboratory instruments. 
· Provides information by maintaining laboratory records, such as, examinations performed and findings; participating in research projects. 
· Generates revenues by completing charge slips, forwarding to patient billing. 
· Maintains cardiology and pulmonary equipment and supplies by cleaning and adjusting equipment, troubleshooting problems, performing preventive maintenance, reporting equipment malfunctions, arranging for repairs, maintaining supply inventory levels, completing and placing supply requisitions, restocking supply storeroom. 
· Maintains quality results by following standards and procedures, submitting reports. 
· Analyze various samples that come for chemical testing and generate the relevant reports. 
· Implement and maintain standard medical lab policy guidelines in the lab. 
· Issue timely and accurate reports based on analysis. 
· Drew samples from patients personally when needed. 
· Implement and maintain standard medical lab policy guidelines in the lab. 
· Supervise over-all quality control in the medical lab ensuring sample collection in properly sterilized containers and maintain analysis instruments functional and up to date. 
· Post and record full day’s record in the medical lab software before closing up each evening. 
Other Skills:
· Widely-Known M.S office 97/2000/XP2001. 
· Internet Browsing, Emailing & other Utilities. 
· Good interpersonal skills. 
· Negotiation skills. 
· Language skills English & Urdu. 
· Computer skills and proficiency in MS Office Applications. 
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Certified in:
· MS OFFICE Advanced by Princess ESIN Women Educational Centre. 
· ELECTROCARDIOLOGY by MESCO. 
· MEDICAL LABORATORY TECHNICIAN by MESCO. 
Hobbies & Interest:
· Gardening. 
· Cooking. 
· Traveling. 
Strengths:
· Flexible and adaptable to new environment. 
· Quick learner. 
· Committed. 
· Punctual. 
Personal Information:
Birth Date:
10th June 1977.
Gender:
Female.
Nationality:
Indian.
Marital Status:
Widow.
Number of Dependents:
4.
Languages Known:
English & Urdu (Mother Tongue).
Visa Type:
Visit Visa.
Visa Duration:
1st November 2017.
Educational Qualification:
School (SSC)
G.B.H.S Urdu Shareef, HYD – IN.
Intermediate (Bi.P.C.)
Anwaruloom Junior college, HYD – IN.
Bachelor’s Degree (B.Sc.)
Anwaruloom Degree college, HYD – IN.
Declaration:
I hereby declare that the information given above is true and best of my
knowledge.
Place: Dubai, U.A.E.
Date: Sep 2017.
(Nazeema)
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