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  CAREER OBJECTIVES

· To use my skills in the best possible way for achieving the company’s goals.

· To enhance my professional skills in a dynamic and stable workplace

· To solve problems in an effective/creative manner in a challenging position.

· Seeking a responsible job with an opportunity for professional challenges.


             CORE COMPETENCIES


· Patient/Customer Focus



*  Administrative work
· Planning and Organizing



*  Customer Service/Telephone skills
· Initiative
* Data Encoder/Entry

PROFESSIONAL EXPERIENCE


DOHA HEALTH CARE LLC, DOHAQATAR
August 19, 2014 – August 1,2016
Front Desk Receptionist/ Administrative Assistant
Future Medical Centre (Doha Health Care LLC) – Doha,Qatar August 19, 2014 – July 28,2016
· Welcomes patient & visitors by greeting them in person or in telephone; answering orreferring inquries.
· Maintains safe and clean reception area by complying with procedures, rules and regulations.
· Comfortspatientsbyanticipatingpatients'anxieties;answeringpatients'questions;maintainingthereceptionarea.
· Maintains continuity among work teams by documenting and communicating actions, irregularities, and continuing needs.
· Ensures all outgoing and incoming mails distribution is well organized and tracked.
· Encode laboratory results of thepatient
· Contributes to team effort by accomplishing related results as needed.
· Protectspatients'rightsbymaintainingconfidentialityofpersonalandfinancialinformation.
· Manage supplies for the stationary room.
· Updates appointment.

ALLIED INTERNATIONALCREDIT
Customer VerificationAgent
June 2013- June2014
· Provide verification services and there is no selling involved. All of the calls are outbound.Just follow the script, gather the correct information and verify thecall.
· Greet customers warmly and ascertain problem or reason forcalling.
· Informsclientsbyexplainingprocedures;answeringquestions;providinginformation.
· Compile reports on overall customersatisfaction.
· Determines requirements by working with customers.

· Answers inquiries by clarifying desired information.

· Fulfills requests by clarifying desired information; completing transactions; forwarding requests.

· Maintains call center database by entering information.
 EQUICOM INFORMATION TECHNOLOGY INCORPORATION(EITI)
Document ManagementSpecialist
February 2012 – September2012
· ProvidesdocumentprocessingservicesforcompaniessuchasMaxicare,oneofPhilippinesfastest- growing health insurance company that secures patient information and organizes data pertinentto theirhealthcareneedswhilemaintainingcredibilityandstandardstoassurecustomersatisfaction.
· Review patient medical records and assign codes to diagnoses and procedures performed so the facility can bill insurance and other third-party payers
· organize and keep numbers for clinical databases and patient registries to help hospitals and clinics track a treatment’s long-term effectiveness
· Provides document print distribution services that conforms to the customer's standards. Itsecurely transforms data into relevant documents, which can be put into the postal systemstream.
· Coordinate between patient, doctor and insurancedepartment.
· Processing and taking approval of patient’s healthcareinsurances.

EDUCATIONAL ATTAINMENT

MANILA DOCTORSCOLLEGE
Bachelor of Science inNursing June 2007 – April2011

ADDITIONAL SKILLS

· Proficient in Microsoft Office (Word,Excel,)
· Capable of multitasking and remaining organized in all aspects  ofwork

         PERSONAL PROFILE

Name: 



Alyssa Marie Mallorca

Age:




25 years old

Nationality:



Filipino

Status:



Single

Birth date: 



March 16 1991

Place of Birth:


Cavite, Philippines

Visa status:



Visit Visa
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