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: FEMALE

VISA TYPE

: RESIDENT (Husband Visa)
Career Objective

My objective is to fully employ my knowledge and skills in office management, communication, record keeping in a challenging and growth oriented environment where I will contribute significantly to the achievement and success of my prospective employer.
Work Experience

Aug 2011 - Aug 2014

: Victory Medical and Maternity Hospital




   Records Officer

Duties and Responsibilities

· Gathering patient information by collecting demographic information
· Creating new records, assigning & recording new record numbers and verifying existing record numbers
· Scheduling appointments in person or over the telephone
· Maintaining quality results by following hospital procedures

· Maintaining patient confidence by keeping patient records information confidential
· Performing administrative statistics from various sections of the hospital

· Editing files, storage and retrieval of records by gathering appropriate record folders and contents
May - June 2011

: Coast Provincial General Hospital 

· Data collection – Research project

April - July 2010

: Internship:-

· Kenyatta National Hospital

· Gertrude’s Garden Hospital

· Mathari Mental Hospital

· Kikuyu PCEA Hospital
Duties and Responsibilities

· General Control of the reception area and registration of patients 

· Scheduling appointment systems and performing follow up procedures
· Performing administrative statistics from various sections of the hospital

· Performing admissions and discharge procedures

· Editing files

· Storage and retrieval of records

March 2008 - Aug 2009 
: Victory Medical and Maternity Hospital 





   Receptionist 
Duties and Responsibilities 
· Greet, assist, announce, direct visitors and ensuring high degree of customer service

· Answering telephones and giving information to callers, taking messages, or transferring calls to appropriate individuals 

· Communicating verbally and in writing to answer inquiries and providing information
· Answering inquiries which involves interpretation of policies

· Completing forms in accordance with company procedures 

· Entering and retrieving data from the computer system as needed for reference, reports
· Maintaining a complex system of departmental records, reports, and databases

· Maintaining the paper & electronic filing system of job files and all other related documents

· Keeping and monitoring records of incoming and outgoing documents
· Receiving and dispatching both incoming and outgoing mails
· Liaising with employees from all stations and departments as required

· Managing projects and contributing to committee and team work
· Assisting in the planning and preparation of meetings and conferences
· Performing general office duties as required (documents binding, copying, scanning, laminating, etc.)

Nov. 2007 - Feb 2008

: Kenya Medical Training College - Internship
Jan 2007 - Feb 2007

: Kenyatta National Hospital - Internship

Aug 2006 - Nov 2006

: Coast Provincial General Hospital - Internship

Feb 2005 - May 2005

: Kenyatta National Hospital - Internship

Duties and Responsibilities

· General control of reception area and registration of patients

· Scheduling appointment systems and performing follow up procedures

· Performing administrative statistics from various sections of the hospital
· Performing admissions and discharge procedures

· Editing files

· Storage and retrieval of records

Professional Training

Sep 2009 to Jul 2011

: Kenya Medical Training College

  Diploma in Health Records & Information Technology 
Jan 2005 to March 2007
: Kenya Medical Training College




  Certificate in Health Records & Information Technology 
Modules Covered

· Health Records Management
· Office management
· Medical Statistics

· Health Information Systems
· First Aid
· Research

· Computer applications
Jan. 2009 to March 2009
: Multiface Computer Training College





   Certificate in Computer Packages

Sep. 2009 to Oct 2009

: University of Nairobi
   Certificate in SPSS (Statistical Package for the Social Sciences)
Academic Qualifications

2000 - 2003

: St. Joseph’s Girls High School




  Kenya Certificate of Secondary Education  

1991 - 1999

: Tututha Primary School




  Kenya Certificate of Primary Education 

Interest and Hobbies

· Reading

· Music

· Traveling

Referees
Can be provided upon request

