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PRISCILLA 
…………………………………………………………………………………………………………………………………………………………..........................  
E-mail address:

Priscilla.360707@2freemail.com 
OBJECTIVE:
To Work in an organization where the workforce is motivated and is given challenging opportunities for growth, and to provide the highest level of service by combining efficiency and skill with the right attitude.  
SKILLS AND ABILITIES:
· Extensive experience in servicing customers, both in person and by telephone, in the hospitality industry. An independent self-starter. 
· Superior communication skills in dealing with customers, co-workers, and employees.  
· Well organized and highly efficient working in a multi-tasking dynamic environment. Ability to plan and organize. 
· Knowledge and experienced in Hospitality Industry. Possess a strong combination of training and experience in the industry.  
EXPERIENCE:

2011 – 2016 Dr. Althaf Specialty Clinic, Bangalore
Front office & Medical Secretary.
· Schedule and confirm patient diagnostic appointments and medical consultations.
· Compile and record medical charts, reports, and correspondence, using personal computer.
· Answer telephones, and direct calls to appropriate staff. 
· Receive and route messages and documents such as laboratory results to appropriate staff.
· Interview patients in order to complete documents, case histories, and forms.
· Maintain medical records, technical library and correspondence files.
· Perform various clerical and administrative functions, such as ordering and maintaining an inventory of supplies, complete insurance and other claim forms.
2008-2009 ACS ITPL, Bangalore 
Executive Secretary to the General Manager.  
· Completes the General Managers report, which requires input from all departments and is presented to the Board of Directors.  
· Answers and screens phone calls and manages the General Manager’s mail.  
· Schedules and coordinates appointments, meetings and events, including registration and travel arrangements as necessary.  
· Transcribes drafts, proofreads and revises correspondence, memos, flyers, agendas, minutes, resolutions and policies.  
· Assures departmental operations within budgetary guidelines  
· Assists General Manager with customer inquiries and problem resolution  
· Suggests policy changes in order to streamline department operations  
· Acts as District custodian of Board meeting minutes, resolutions, Administrative Code updates and other regulated documents.  
· Exhibits willingness to ensure successful inter-departmental relationships  
2008-2008 Automation Management Services, Baltimore USA 
Secretary to the General Manager.  
· Provides administrative support for the completion of documentation of Board agenda items.  
· Answers and screens phone calls and manages the General Manager’s mail.  
· Schedules and coordinates appointments, meetings and events, including registration and travel arrangements as necessary.  
· Transcribes drafts, proofreads and revises correspondence, memos, flyers, agendas, minutes, resolutions and policies.  
· Assures departmental operations within budgetary guidelines  
· Assists General Manager with customer inquiries and problem resolution  
· Suggests policy changes in order to streamline department operations  
· Acts as District custodian of Board meeting minutes, resolutions, Administrative Code updates and other regulated documents.  
· Exhibits willingness to ensure successful inter-departmental relationships  
2006-2007 Ramanashree Hotel, Bangalore 
Secretary to the General Manager.  
· Answers and screens phone calls and manages the General Manager’s mail.
· Schedules and coordinates appointments, meetings and events, including registration and  
· Assures departmental operations within budgetary guidelines  
· Exhibits willingness to ensure successful inter-departmental relationships  
· Provides administrative support for the completion of documentation of Board agenda items.  
EDUCATIONAL QUALIFICATION:
· Diploma in Computers 
· Diploma in Secretarial Science 
· Pre University College – Bangalore University 
LANGUAGES:

· English

· Hindi

· Tamil

· Kannada

REFERENCES:
 I will be pleased to furnish references and relevant certificates/testimonials upon request. 
