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Objective:

To find a stable and reputable company where I can enhance my skills and knowledge for the benefit of the companies growth and development.

Work Experience:

Emirates European Medical Centre

Umm Suqeim 2 Dubai UAE

September 2008- till present 

Position:

Secretary cum Receptionist

Job Description:

Perform secretarial duties using specific knowledge of medical terminology and hospital clinic and procedures. Duties include scheduling appointments, billing patients, compiling and recording medical charts, reports and correspondence.
Duties:
· Perform highly specialized work requiring knowledge of technical terminology and procedures
· Ensure all paper work of the client is stored in the appropriate manner and    locked 

· Transcribe dictation, prepare correspondence and assist doctors with reports and articles
· Attend to calls and reception work at all relevant times including booking appointments and confirming follow up’s with clients

· Handling insurance papers, billing practices and medical records. 

· Perform duties of a sensitive and confidential nature.
· In-charge of the marketing activities such as Telemarketing, Online Advertisements.
Biolite Skin Clinic

Dubai Healthcare City

May 2007-February 2008

Position: 
           

Secretary cum Receptionist

Job Description:

Provide administrative and secretarial support to the Clinic Manager including special projects, office work flow, appointments, data compilation and records control.    

Duties:

· In-charge in pre opening plans and strategies of the Clinic.

· Ensure all paper work of the client is stored in the appropriate manner and    locked 

· Ensure the clinic and treatment rooms are clean and tidy at all times and meets DHCC standards

· Attend to calls and reception work at all relevant times including booking appointments and confirming follow up’s with clients

· Imparting with all necessary information about the treatment the client is about to undergo, pre and post treatment care. 

· Perform duties of a sensitive and confidential nature.
· In-charge of the marketing activities such as Telemarketing, Online Advertisements.
Euro American Medical Center

Al Wasl Road Umm Suquiem 3 Dubai, UAE

June 2006 - January 2007

Position:



Secretary cum Telephone Operator

Job Description:
Provide administrative and secretarial support to the Department Head including special projects, office work flow, appointments, data compilation and records control.    

Responsible for routine department support functions.
Duties:

· Responsible of the department sales products, inventories and orders

· Reminding the clients/patients for their appointments and schedules

· Answers queries of new and old clients regarding the treatments.

Derma line Facial Care Center

Libis Quezon City, Philippines

May 2005-May 2006

Position:

Receptionist
Job Description:


Knows the formal and informal company goals, standards, policies and procedures which may include some familiarity of other departments within the clinics and laboratory. Sensitive to the interrelationship of staffs, clients and functions within the company.
Duties:

· Answers telephone, screens callers, relays messages, and greets visitors.

· Opens sorts and screens mail.

· Operates office equipment such as photocopier, fax machine, and calculator; coordinates the servicing of equipment.

· Operates personal computer to access e-mail, electronic calendars, and other basic office support software.

· Completes various request forms for office supplies and equipment as directed.

Education:
         Bachelor of Science in Nursing

         Southeast Asian College


      Quezon City Philippines

      March 2005
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