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SHEILA
SHEILA.371523@2freemail.com   
CAREER OBJECTIVES
To find a challenging position which will enhance my knowledge, skills and education, and to pursue the kind of job which will provide personal and professional growth and enhancement.
SKILLS AND COMPETENCIES
With excellent communication and interpersonal skills, organized, self-oriented, highly motivated, easy to deal with, fast learner and hardworking person with a sharp analytical mind.
WORK EXPERIENCE
SHIYAS AND IFTHIKAR MEDICAL CENTER

Wasit Road, Sharjah, U.A.E.

June 2015 – June 2017
POSITION: Receptionist cum Cashier
Duties and Responsibilities
· Manage and organized reception area, greeting patients and visitors in a polite and friendly manner, responding to telephone inquiries and in person requests for information.

· Utilized a variety of database and applications to verify patient information.
· Filing medical records of the patients and keeping confidentiality of the patients information.
· Performed a wide range of  business-related tasks including handling of accounts, making reports and scheduled appointment of patients with  the designated specialist doctors.
· Handled some of the major insurances , verifying patients  insurance benefits and sending approval for dental and dermatology procedure requests thru fax or mails.
· Calling and sending reminder to patients regarding their appointments.
TURKISH ACCESSORIES

Ras Al Kaimah, U.A.E.

August 2012 – August 2014

POSITION: Sales Assistant

Duties and Responsibilities
· Greeting the customers in a polite and friendly manner.

· Communicating and assisting the customers in selecting the right items that they need.

· Displaying and organizing the accessories in their proper place and fixing accessories as well.      
· Receiving incoming items and makes inventory every 3 months.

· Promoting new items and demonstrating knowledge of items being sold especially Turkish Design.
· Operates the cash registry, receive payments from the customers whether it is credit cards, debit cards  or cash, counting the register’s money , separating credit card slips and makes sales reports everyday.

SULTAN MEDICAL CENTRE
Alain, Abu Dhabi, U.A.E.

1998-2011
 POSITION:  Dental Assistant cum Receptionist
 Duties and responsibilities
· Assisting the doctors in dental treatment and procedures.

· In charge in cleaning and sterilizing of instruments.
· Preparing quotation order for dental instruments and clinic supplies.

· Makes inventory of incoming and outgoing stocks and clinic supplies every end of the month
· Encoding and filing medical records of the patients and keeping confidentiality of the patient’s information.
· Give appointment to the patients and recording designated day of their appointments.
· Responsible in the coordination of incoming and outgoing mails and faxes.

· Orients newly hired assistants regarding work details.

· Attending phone calls and inquiries of the patients.
GLF-SELI JOINT VENTURES, PHILIPPINES, INC.  (Italian Contracting Company)
23rd Floor MPO Building, San Miguel Avenue
Pasig City, Philippines

1996 – 1998
POSITION:  Secretary
Duties and Responsibilities
· Filing, arranging contracts and documents, making business letters and memos.
· Checking and securing contracts and see to it that our clients have their own complete copies of the contract.

· In charge in purchasing office supplies and makes inventory for each department every end of the month.

· Attending phone call inquiries, noting some important matters and messages and relaying the call matters to the manager or to the required person before transferring the calls.
· Arranging the schedule of meetings, appointments and travel bookings of the manager.
· Responsible in the coordination of incoming and outgoing mails and faxes.

GO PUN LUMBER AND HARDWARE CO., INC.
Valeria St., Iloilo City, Philippines
1995 – 1996

POSITION: Sales Clerk
Duties and Responsibilities
· Issuing checks and preparing statement of accounts.
· Arranging and filing paper works and documents.

· In charge in the collections and deposits of accounts.

· Makes inventory of incoming and outgoing stocks.

· Answer phone call inquiries politely and taking customers order.

· Updating sales reports and collections every end of the month.

EDUCATIONAL BACKGROUND:

COLLEGE            :
Western Institute of Technology

                                 Bachelor of Science in Commerce

                                 (Major in Banking and Finance)

                                 Western Institute of Technology

                                 St., La Paz, Iloilo City, Philippines

                                 1991 – 1995

SECONDARY      :  Barotac Nuevo National Comprehensive High School

                                       Barotac Nuevo, Iloilo City, Philippines

                                 1987 – 1991

PRIMARY            :  Tabucan Elementary School

                                Tabucan, Barotac Nuevo, Iloilo City
                                1981 – 1987

PERSONAL INFORMATION:

Nationality



 : Filipino

Sex                                
 
 : Female
Civil Status                  

 : Single

Religion                         

 : Roman Catholic

Languages                    
  
 : Arabic, English, Tagalog and Ilonggo 
Visa Status                                     : Finished Contract


Character reference is available upon request.       
I hereby certify that the above information is true and correct.
