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MARA 
OBJECTIVES: Secure a position that will enable me to use my strong communication and organizational skills, customer service background and my ability to work well with people.
WORKING EXPERIENCE
             September 2014 – Present Customer Service Executive, Medical Centre LLC.

· Notes patient arrival in electronic health record.

· Prints schedules for upcoming appointments.

· Identifies patients by mobile number and name in the computer system.

· Creates new account if the patient not in the system.

· Call patient in they are coming with the scheduled appointment.

· Answer telephone in a timely and polite manner.

· Greet patient entering organization.

· Communicates with the customer in a courteous, professional, cooperative and mature manner.

· Preparing patient charts for nurses and doctors.

· Filling Insurance  claim forms.

· Accurately takes messages and conveys information to recipient.

· Transfer call to the physicians and nurses when medically indicated.

· Protects/observes patient confidentially per policies and procedures.

· Collects payment from patients, applies payments and adjustments to patient accounts in the computer system and reconciles daily cash reports.
· Sending daily report and daily statement.

· Getting approval in the insurance company.

· Identifies payer source, verifies insurance eligibility, financial status and assigns correct pay type.

              August 2013 – March 31, 2014 Project Administrator, Telecommunication Inc.
· Arranges & ensures Hotel, Flight & transfer bookings of employee & foreign guests.
· Coordinates & Prepares requests from foreign guests.

· Coordinates with the 3rd party office re Visa Processing (e.g. application, renewal & extension)

· Monitors & orders office supplies 

· File & secure confidential documents related to Operations Department

· Manage & maintain cleanliness in Stockroom.

· Receives & routes documents for approval of Managers (e.g. payroll related documents, Billing & etc.)

· Prepares Logistic Service Report  & Material Request Form 

· Create & monitors purchase order related to operations department

· Requests & ensures tools for new employee ( e.g. Access pass, Laptop, Local telephone number, sim cards & etc…)

· Schedules & Monitors Head of Operations Calendar

· Coordinates & prepares logistic materials for Meetings, Trainings, Seminar & other activities.

· Collates & orders food for Meetings, Trainings, Seminar & other activities
· One of the organizers for some company activities like Trick or Treat & Christmas Party 

· And other Admin works that may assign from time to time.
May 2013 – August 2013 Acceptance Coordinator, Ericsson Telecommunication Inc.

· Monitoring of payments status of the customer.

· Submits weekly report to the head of operations.

· Attends meeting with the customers.

· Follow up customer’s payment via email and phone call.

· Sending / Forwarding documents needed by the customer.

· In charge with record management.

· Act as company representative during customers events.

· Other Admin works.

April 2011 – April 2013 Receptionist, Ericsson Telecommunication Inc.
· Answer telephone and direct calls.

· Take and relay messages.

· Provide information to callers.

· Greet persons entering organizations.

· Welcoming Guest.
· Attend to incoming guests and personnel.

· Receive, transfer and place calls as required.

· Handle and log billings/invoices received and forward to concerned employee.

· File and collate documents required by management.

· Informing employees of their visitors and directing to their visitors and directing to their destination.

· Perform other duties and responsibities as maybe assigned by superior.
March 2010 – April 2011 Medical Secretary, Chinese General Hospital and Medical Center

· Interview patient in order to complete documents, case histories, and forms such as intake and insurance forms.
· Receive and route messages and documents such as laboratory results to appropriate patient.
· Greet visitors, ascertain purpose of visit, and direct them to appropriate staff.
· Schedule and confirm patient diagnostic appointments, surgeries and medical consultations.
· Answer telephones and direct to appropriate staff.
· Arrange hospital admission for the patient.
· Compile medical record and charts.
· Complete insurance and other medical forms.
· Maintain medical records, technical library and correspondence files.
May 2008 – 2009 Receptionists, Great Value Management Services Corporation
· Answer telephone and direct calls.

· Take and relay messages.

· Provide information to callers.

· Greet persons entering organizations.

· Direct persons to correct destinations.

· Schedule appointments.

· Welcoming Guest

· Answer the emails and queries of the costumers.
PERSONAL INFORMATION:
Gender

               :
Female

Age


:
28 y/o

Date of Birth 

:
June 11, 1987

Place of Birth

:
United Arab Emirates
Civil Status

:
Single

Nationality

:
Philippines
Profession

:
Nursing Graduate (Bachelor Degree)
EDUCATIONAL BACKGROUND:
TERTIARY LEVEL

Degree Course
:
Bachelor of Science in Nursing

SECONDARY LEVEL
San Sebastian College Recoletos Manila

ELEMENTARY LEVEL
Espiritu Santo Parochial School

SEMINARS AND TRAININGS ATTENDED:
1. Depression
Southeast Asian College Inc., Mabuhay Rotonda, Quezon City

 (Febuary 23, 2007)
2. International Trade And Its Implication on Human Resources for health
Southeast Asian College Inc., Mabuhay Rotonda, Quezon City 

(December 19, 2007)
3. Emergency Nursing

Southeast Asian College Inc., Mabuhay Rotonda, Quezon City 

(March 2, 2007)
4. Nutrition and Diet Therapy: An Introduction for Nursing Professionals

Kowloon House West, 16 West Avenue, Quezon City

(May 21, 2006)

5. Understanding The Nature of Crimes

Amoranto Multi-purpose Hall Quezon City   (March 13, 2006)
6. Sexual Harassment

Emilio Aguinaldo College Manila

(October 19, 2004)
7. Health Environment: Orientation on Drug Problems

E. Rodriguez Sr. Avenue, Quezon City 

(September 19, 2004)
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