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scheordonez021977@gmail.com
+63 956 557 6508

Objective
Highly motivated and dedicated professional seeking a challenging position in Canada to utilize my skills and experience in clinic operations and management. Committed to providing excellent customer service and ensuring smooth day-to-day operations.

Education

St. Augustine School of Nursing, Philippines					June 2011 - May 2012
Practical Nursing

Work Experience

Clinic Operations Manager							March 2023 - Present
April Aesthetic Medical Clinic – Valenzuela, Philippines

· Oversee day-to-day operations of the clinic, ensuring smooth functioning and efficiency.
· Manage patient schedules, ensuring proper coverage and optimal workflow.
· Responsible for cashiering and handling financial transactions.
· Provide exceptional customer service and address client inquiries and concerns.
· Collaborate with medical professionals to ensure high-quality patient care.
· Implement and maintain clinic policies and procedures.

Clinic Receptionist							        July 2019 – February 2023
April Aesthetic Medical Clinic – Valenzuela, Philippines

· Greeted patients and visitors in a professional and friendly manner.
· Scheduled appointments and managed the clinic's calendar efficiently.
· Answered phone calls, responded to inquiries, and directed calls to the appropriate personnel.
· Verified patient information, collected necessary paperwork, and updated records.
· Coordinated with medical staff to ensure smooth patient flow and timely service.
· Handled cash transactions, processed payments, and maintained accurate financial records.
· Assisted in managing inventory, ordering supplies, and maintaining a clean reception area.

School Administrator								May 2012 - May 2019
Juliever Academy – Valenzuela, Philippines

· Successfully managed administrative tasks and operations of the school.
· Developed and implemented strategies to improve student enrollment and retention.
· Conducted training sessions and workshops for students and faculty members.
· Oversaw the hiring and training of teaching staff.
· Established and maintained positive relationships with parents and the community.
· Managed budget and financial operations of the academy.

Skills

· Strong organizational and leadership skills
· Excellent communication and interpersonal abilities
· Proficient in clinic management software
· Ability to multitask and prioritize tasks effectively
· Attention to detail and accuracy in handling financial transactions
· Team player and effective problem solver
· Customer service-oriented and empathetic towards clients
· Knowledge of medical terminology and procedures

References:
Available upon request
