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CATHERINE
CATHERINE.200331@2freemail.com 
POSITION APPLYING FOR: ADMINISTRATION ASSISTANT
PERSONAL SUMMARY

A highly resourceful, energetic and competent medical receptionist with six months experience of providing the highest standard of patient-centred administrative support. Possessing a proven ability to deal with all aspects of front office duties and able to handle competing demands professionally and efficiently. Well able to deal with patients from diverse cultures, class and religion. Fully up to date with the rules and regulations, including only using patient-identifiable information unless it is absolutely necessary.

PERSONAL STRENGTH
· Hard working and keen to details
· Having a professional appearance and demeanor at all times.
· To work with minimum supervision 

· Able to remain calm under pressure.

· Have respect for Company’s confidential and discreet matters.

· Focused, organized and able to get through a lot of work quickly.

· Good communication skills and computer literate

· Proactive able to find ways to deliver better services and anticipate problems before they occur.

· Able to multi-task can juggle lots of different tasks and a fast learner.

· A team player.

· Good at adaptability.
ACHIEVEMENTS

· I am able to deal with unsatisfied complaining patients in a calm and professional way.
· Introduced Staff Appraisal that brought staff motivation and as a result increased the profits from 70% to 200% and revenue to US$ 170,000 in the first 12 months and over US$ 310,000 at the end of 20 months.

· I introduced team building outdoor sports, so as to boost staff development and motivation.

· I trained 5 staff in the administration department on stock control and 2 staff on Payroll program and management.

· Introduced staff meals which reduced stealing and poor customer service.

· Managed to maintain a good relationship and trust with clients, suppliers and service providers, that, they allowed the company credit facilities in the event of financial constraints due to external factors.

· Due to my hard work, dedication and trust I was promoted from Customer service/Receptionist to Administration Assistant and to Administration Manager.
EDUCATIONAL BACKGROUND

NextTech Software Ltd. Jan - 2008 - Certificate: Pay manager Basic and Advanced User Training

Jan 2000-Jul 2000
Kenya Institute of Management - Certificate in Business Management

May 1990-Feb 1992
Computer Training Centre:            Diploma in:      Systems Design






                              Certificates in: Database 3 Part 1





                                           Certificate in:  Programming

ADDITIONAL KNOWLEDGE


    Microsoft Office





             


    Quicken Accounting program me





             


     Daceasy Accounting Package
WORKING EXPERIENCE

Nov 2014 – Present

NMC Hospital Dip, Customer care executive

Duties:
· Welcomes and greets all patients and visitors, in person or over the phones

· Answers the phone while maintaining a polite, consistent phone manner using proper telephone etiquette.

· Responsible for keeping the reception area clean and organized

· Registers new patients and updates existing patient demographics by collecting patient detailed patient information including personal and financial information

· Facilitates patient flow by notifying the provider of patients' arrival, being aware of delays, and communicating with patients and clinical staff

· Responds to patients', prospective patients, and visitor inquiries in a courteous manner

· Keeps medical office supplies adequately stocked by anticipating inventory needs, placing orders, and monitoring office equipment.
· Protects patient confidentiality by making sure protected health information is secured by not leaving P HI in plain site and logging off the computer before leaving it unattended.
· Maintains operations by following policies and procedures; reporting needed changes.

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

· 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.
· Assist patients to complete all necessary forms and documentation including medical insurance.
· Helps patients in distress by responding to emergencies.
Feb 2007 – Oct 2013 





Florida Group Ltd., Administration Manager
Duties:

· Promoted rapidly from Administrative Assistant to Administrative Manager, working directly under the Managing Director and Financial controller of Florida Group of Hotel/Club/Casino which is an upscale Members Clubs only. 

· Performed administrative and secretarial support functions for the Managing Director and Financial Controller.

· Coordinated and managed multiple priorities and projects.

· Preparing and managing daily monthly budgetary expenditure allocations.

· Printing daily, monthly and annual reports.

· Preparing Payroll and paying salaries and wages

· In charge of company overall day to day running of business.

· Paying all bills, suppliers, utilities and banking daily proceeds.

· Procuring and dealing directly with suppliers.

· Receiving goods and stock control.

· Managing and controlling cash flow.

· Ensured that the rules and regulations of the company are adhered to.

· Decision making, coordinating and controlling.

· Maintained excellent communication skills, problem resolution ability and high level of confidentiality.

· Served as a point of contact for and liaison between management, personnel, clients and vendors.

Mar 2004- Jan 2007




Florida Group Ltd., Administration Assistant/Secretary
Duties:
· Promoted from Customer care and Receptionist to Administrative Assistant working under the Financial Manager.

· In charge of company procurement and stock control.

· Collect money for the daily sales.

· Performed administrative and secretarial support e.g typing, filing, data entry etc.

· Reconcile cash flow reports for the Finance Manager.

· Prepare daily budgets and allocate money.

· Prepare, manage and maintain the payroll program.

· Maintain a spreadsheet of all payments made daily.

· In charge of overall office upkeep.

Jun 2002-Feb 2004




Florida Group Ltd., Receptionist
Duties:
· Receiving visitors

· Answering calls

· Setting appointments

· Clerical work e.g. data entry, filing, emailing, sorting, handling and dispatching out mails etc.

· Organizing the Managing Directors dairy.

· Making requisitions.

· In charge of office upkeep e.g. replenishes office stationary, cleaning etc.

