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Introduction   
   
Education   
   
I am polite, friendly customer service representative, with passion for delivering excellent customer service. I hold excellent communication and listening skills, that allow me to communicate successfully with all clients and guests, face to face and over the phone. In my previous role I was responsible for answering the telephone, responding to emails, greeting guests and providing a range of administrative support.
2020- Feb 2023        BLISS HEALTHCARE LIMITED   Clerk-customer care Executive 
· Registration of patients and directing them to relevant departments.
· Answering patients enquiries at the reception, on calls and at email.
· Sending pre-approvals to insurance companies.
· Transferring calls to the relevant departments.
· Scheduling and rescheduling patients appointments.
· Filing and retrieving of patients records, submitting daily sales  per departmental.
· Billing on both company system, run insurance cards and finalising invoices.

2017 - 2019          BLISS HEALTHCARE LIMITED                 Call centre Agent 
· Answering patients enquiries via calls in a precise and satisfying manner.
· Inform patients about new services in the clinic.
· De- escalate situations involving dissatisfied patient.
· Observe the communication "script" when managing different process.
· Keep records of all conversations in the call centre data base.
· Meet personal/team qualitative and quantitative targets. 
               
            EXPERTISE 

■ Professionalism.
■ Communication skills.
■ Leadership skills.
■ Excellent Microsoft Office and administration tools.
2012 - 2016        Kenyatta University      Bachelor Economics and Finance 
· Major courses:  communication skills,Microeconomics and Macroeconomics. 

Tel:(+971) 551641904
E-mail:atieno94@gmail.com 
Dubai-UAE 
1994.01.17
Customer Service, Receptionist & Call centre Agent.
Cynthia Atieno Nationality: Kenyan
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