Receptionist & Laser, Skin care provider  
Areej Ahmad Sarhan

     Email : areejsarhan889@gmail.com 
      Address: Jordan-Irbid
        Mobile: 00962785325968
                00962785349035

Personal Data
Date of birth: 2.Sep.1988
Place of birth: Irbid – Jordan
Civil status: Married
Nationality: Jordanian

Education
Diploma in Hospital Management and Medical Records.2006-2008
” I consider myself a responsible& orderly person and good communication with clients”
Computer Software:
Microsoft Office

Languages
Arabic:  Native Language.
English: good in reading, writing and good Conversation skills.


Experiences 
Assistant manager in Dr. Basal clinic for skin care &Laser 2023-Jan 2024
My Responsibility:
· Answered the phone, took messages, and directed incoming calls to the correct individual
· Scheduled follow-up appointments for patients to include work in appointments
· Responsible for cash supply
· Laser hair removal and ability to use all laser machine such as gentile pro max, gentile pro 755. 
· Assist Dr in all the below services 
· laser skin treatment
· Dermal fillers & injectable 
· Body contouring 
· Micro needling 
· Assist Dr in Dermal filler treatment 
· HydraFacial service 
· plasma injection

AL TAWFEEK MEDICAL CLINICS AS RECEPTIONIST 2010-2022
My Responsibility:
· Answered the phone, took messages, and directed incoming calls to the correct individual
· Ensured all patients, caregivers, and visitors are checked in and out into the System
· Maintained an accurate online patient database,
· including organizing paperwork, data entry, scanning, printing, and faxing documents
· Handled incoming and outgoing correspondence
· Planned & scheduled appointments
· Greeted patients and visitors who are coming and going, and directed them appropriately
· Assisted patients with their registration in the facility’s electronic medical record, as needed
· Scheduled follow-up appointments for patients to include work in appointments
· Ordered supplies and stocked the supplies upon arrival
· Responsible for cash supply
· Maintain cleanliness of the lobby and front office area
· Provide weekly report 


TRAINING & PARTICIPATION

· Skin care
· Laser hair removal training 
[bookmark: _GoBack]Skills
· very good Communication Skills 
· Organization skills
· Problem‐solving
· Ability to work under pressure and Time management
· Management and Presentation skills 
