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PROFILE SUMMARY

Professional Human Resource graduate that has an exceptional experience in being a dedicated and personable Front Desk with extensive experience in the healthcare industry, specifically within physical therapy clinics. Proficient in managing all aspects of front desk operations, including patient check-in/out, appointment scheduling, insurance verification, and administrative tasks.

SKILLS
 
· Adaptability to changing situations and priorities
· Empathy and compassion towards patients
· Knowledge of medical terminology and insurance procedures
· Efficient appointment scheduling and calendar management
· Knowledge of clinic policies, procedures, and services to provide accurate information to patients


WORK EXPERIENCE

Sales Administrative 
Suzuki Auto Biñan- Biñan, Laguna 
October 2022- May 2023

The Sales Administrative role at our car dealership is a critical position responsible for providing comprehensive support to the sales team and ensuring the smooth operation of sales-related processes.

· Manage paperwork and documentation for vehicle sales transactions, including sales contracts, and financing agreements.
· Assist with inventory management tasks, such as conducting regular inventory audits and coordinating vehicle transfers between dealership locations.
· Handle customer inquiries and concerns in a professional and timely manner, providing exceptional customer service throughout the sales process.
· Assist sales managers with administrative tasks as needed, including preparing sales reports, maintaining sales performance metrics, and coordinating sales events or promotions.
· Coordinate vehicle deliveries with customers, including scheduling delivery appointments and ensuring vehicles are prepared for pickup or delivery.








Front Desk Receptionist 
Accelerated Wellness and Pain Clinic 
San Pedro, Laguna
May 2023- Present

Front Desk Receptionist duties greet patients, collect their information, answer any questions, schedule appointments, and verify insurance information.

· Greet patients and visitors with a warm and welcoming demeanor as they arrive at the clinic.
· Answer phone calls and emails promptly, addressing inquiries, scheduling appointments, and providing information about clinic services.
· Manage patient check-in and check-out processes efficiently, ensuring accurate documentation and timely scheduling of appointments.
· Verify patient insurance information, collect co-payments or fees, and process payments using electronic medical records systems.
· Coordinate communication between patients and therapists, ensuring smooth flow of appointments and effective patient care.
· Handle any issues or concerns raised by patients professionally and efficiently, escalating as necessary to management or clinical staff.

EDUCATION

Bachelor of Science in Business Administration 
Major in Human Resource Development Management
San Pedro College of Business Administration 
August 2022

Accountancy, Business, Management (ABM)
San Francisco De Sales School
San Pedro Laguna Highway
2016-2018


REFERENCES

Lizette S. Nacario
General Retail Manager 
Suzuki Auto Binan 
Phone Number: 0923-390-8851

Eli Jamias
Operations Manager 
Accelerated Wellness and Pain Clinic 
Phone Number: 0917-133-1383

