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Career Objective
Seeking for a job that requires exceptional interpersonal skills and builds clerical knowledge. 

Skills
· Inter-personal skills of working communication.
· Proficient in using MS Office.
· Passion to work and flexible at all time.
· Organizational skills and able to boost workplace productivity.
· Active listening skills for every tasks that needs to learn.
· Honesty, ambition and strong work ethics.

Employment
Medical Director’s Secretary
Al Teb Al Shoroq Medical Center
Al Khaleej, Riyadh, Saudi Arabia
August 3, 2016 – August 3, 2018
· Maintains medical supplies inventory, anticipating needs, placing and expediting orders, and verifying receipts.
· Screening incoming telephone calls, recording and transmitting messages.
· Provides historical history and securing database by providing back up files.
· Validate OHIP client’s cards such as IQAMA, Baladia and different Saudi Insurance companies.
·  Reliever in assisting orthodontist and GP dentist due to shortage of staff.
· Serves and protects the health care community by adhering professional standards, hospital or state policies.

Medical Coder
Maxicare - Equicom Information Technology Inc.
CIBI Bldg. Corner Mascardo St. and  ZapoteSt., Makati, Philippines
February 11, 2012 to May 26, 2016
· Ensure the insurance company are billed properly.
· Reviews the patient’s file and translates everything from that file into universal codes required by insurance companies.
· Identifies discrepancies, potential quality of care, and billing issues.
· Reviews and verifies documentation supports diagnoses, procedures and treatment results.
Marketplace Encoder (part time job)
Lazada Philippines
5th floor Salustiana D. Ty Tower, 104 Paseo de Roxas cor. Perea Street, Makati, 1226 Metro Manila, Philippines
July 2013 to August 2014
· Managing online products descriptions and photos.
· Collaboration with different departments.
· Validating the quality of the photos before downloading.
· Launching the items before TAT.

Nursing Aide
Medical Dayrit Hospital
Centro, Cabatuan, Isabela, Philippines
June 09, 2009 – July 10, 2011
· Assisting patient’s prior to their illness.
· Promote patient’s safety and privacy at all times.
· Maintaining a good hygiene with regards to their situation.
· Ensuring that the patients are well understand all the instructions for their rehabilitation. 

Nursing Assistant
Cauayan District Hospital (Emergency Hospital)
Minante 2, Cauayan City, Isabela, Philippines
January 5, 2010 – February 22, 2011
· Transferring patient’s from bed to wheelchair.
· Taking vital signs.
· Changing bed linens and wound dressings.
· Provide nursing care.

Education
College Diplomat
Bachelor of Science in Nursing
University of Perpetual Help System		
Minante II, Cauayan City Isabela, Philippines

Certification and Training
Household Managing and Culinary Arts
PSAA International Academy Inc.
1745 Abdon St., Otis Paco, Bgy.843, Zone 092, Pandacan, Manila, Philippines.

Nursing Care Skills Evaluation (Prometrics)
Ateneo de Manila University
130 HV Dela Costa St. Salcedo Village, Makati City 1227, Manila.
Issued Date: September 23, 2019

Japanese Nursing Care Skills Evaluation (Prometrics)
Japan Foundation Testing Center
130 HV Dela Costa St. Salcedo Village, Makati City 1227, Manila.
Issued Date: March 11, 2020

I hereby affirmed that all stated above are true and correct to the best of my knowledge and ability.

 Estherlyn D. Batoon
  Applicant’s Signature
