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	PERSONAL INFORMATION
	Bardhe 

	

	[image: image1.jpg]


 
	

	
	

	
	 Bardhe.381173@2freemail.com  

	
	 Sex Female | Date of birth 11/01/1996 | Nationality Albania

	
	

	
	


	
	


	WORK EXPERIENCE
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	May 2018 to present 
September 2017 to April 2018

September 2016 to August 2017


	Coordinator/ Receptionist

Dentzz Dental DMCC , JLT, Dubai

· Register new patients
· Answer the phone calls
· Arranging appointments for the patients
· In charge of Laboratories and supplies invoices
· Administrating payments

Waiter & Hostess
The Coffee Club, JLT, Dubai
· Host & Serving drink & food.

· Waiter  for 24 tables
· Answer questions asked by guests

· Explaining the menu

· Taking &amp; serving orders
· Cash management

· Trainer of new staff member
Volunteer nurse

	
	University Hospital Center  “Mother Teresa”, Tirane, Albania

	
	· Help patients with their basic living activities

· Listen to the health concerns of patients

· Measure Vital Signs

· Housekeeping

· Tending to patient issues and problems


	


	July 2014 to September 2017

	Telephone Sales & Credit Recovery 
	

	
	Different company such as Tregi Marketing Group, SmartCom,  BMC,  Online Now, Tirane, Albania

	
	· Advises present or prospective customers by answering incoming calls on a rotating basis; operating telephone equipment, automatic dialing systems, and other telecommunications technologies.
· Influences customers to buy or retain product or service by following a prepared script to give product reference information.
· Documents transactions by completing forms and record logs.
· Maintains database by entering, verifying, and backing up data.
· Keeps equipment operational by following manufacturer's instructions and established procedures; notifying team leader of needed repairs.
· Maintains operations by following policies and procedures; reporting needed changes.
· Maintains quality service by following organization standards.
· Maintains technical knowledge by attending educational workshops; reviewing publications.
· Contributes to team effort by accomplishing related results as needed.
· Able to lead and train other employees 




	EDUCATION AND TRAINING
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	September 2013 to July 2016

	University of Medicine, Tirane, Albania
	

	
	Faculty of Medical Technical Sciences, Tirane
· Bachelor’s degree as a general nurse

· Albanian License as a general nurse

	
	

	September 2010 to June 2013
	“Qemal Stafa” High School, Tirane, Albania
	

	
	General  Knowledge

	
	


	PERSONAL SKILLS
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	Mother tongue(s)
	Albanian

	
	

	Other language(s)
	UNDERSTANDING 
	SPEAKING 
	WRITING 

	
	Listening 
	Reading 
	Spoken interaction 
	Spoken production 
	

	English
	B1
	B1
	B1
	B1
	B1

	German
	B1
	B1
	B1
	B1
	B1

	Italian
	B1
	B1
	B1
	B1
	A2


                                                                 Note: I do not have a certificate for them.

	Communication skills
	· Good communication skills gained through my experience as volunteer nurse.
· Good communication skills gained through my experience as sales & hostess/waitress.



	Organisational / managerial skills
	· Leadership.
· Able to lead and  train other employers as needed.


	Job-related skills


	· Persuasion, Telephone Sales, Customer Focus, Data Entry Skills, Selling to Customer Needs, Closing Skills, Telephone Skills, Organization, Energy Level, Persistence, Product Knowledge.
· Honest, Reliable, and hard worker.

· Good command of quality control processes.


	Technical skills


	· Able to use the main computer programs such as MS Office programs and some other specific work-related programs(ONGUARD, ect).
· Good command of office suite (word processor, spread sheet, presentation software)

· Good command of photo editing software gained as an amateur photographer


