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To obtain an store keeper position where i will be able to

STORE KEEPER

Store Keeper

Address employee and customer concerns

Follow all safety and security protocols

Copying and filing documents

Greet customers and answer questions

Equipment operation

Handled incoming customer orders periodically

Nurturing positive working relationships with staff

Email and phone correspondence

Answering phones

To obtain an general assistant position where i will be able to

GENERAL ASSISTANT

General Assistant

Task completion

Time management

Active listening

Assisting the team leader as requested

Collaboration

Communication

Identify business needs

Problem solving

Set clear team goals

To obtain an team member position where i will be able to

Team Member

TEAM MEMBER

To obtain an front office executive where i will be able to

Schedule patient appointments

Maintaining patient records

Collecting payment

Record incoming messages of doctors

Maintaining information confidentiality at all times

Register patients according to established protocols

Assisting patients in filling medical forms

Bookkeeping and issuing invoices

Handling administrative tasks

FRONT OFFICE EXECUTIVE

Front Office Executive


