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MARIE JAZZ STEPHANIE MIRONTOS
+971557366356
jazzie010790@gmail.com


SKILLS:
· -CRITICAL THINKING AND PROBLEM SOLVING
· -FAST LEARNER
· -GOOD COMMUNICATOR
· -EFFECTIVE TIME MANAGEMENT
· -ABILITY TO MULTITASK
· -ABILITY TO WORK UNDER PRESSURE
· -ABILITY TO WORK IN A TEAM
· -AVERAGE COMPUTER SKILLS
PROFILE 
A highly Resourceful, flexible, innovative and enthusiastic individual who possess a considerable amount of knowledge with Administrative job. Demonstrated excellent Customer Service skills and maintains a high level of organization. A quick learner who can absorb new ideas and is experienced in coordinating, planning and organizing a wide range of Administrative activities, clerical task and assisting clients and colleagues with their needs. An excellent team player with proven ability to work proactively in a complex and busy environment.
EMPLOYMENT HISTORY 
Administrative Secretary - American Hospital Dubai, UAE JULY 2024 – PRESENT
· Provide administrative support to management for Housekeeping Dept, resulting in improved efficiency in daily operations.
· Coordinate and Maintains Consumables required to support the Operational needs - Follows up with Materials Department for timely delivery.
· Maintains Accurate records pf work activities and organizes files accordingly.
· Assist in developing Housekeeping standards and refining departmental policies and procedures.
· Provides reception and telephone services for the housekeeping department prioritizing urgent matters for immediate attention.
· Rotates periodically into other secretarial support areas to stay updated on various aspects on departmental operations.
· Handling the disposal of expired medicines (controlled, semi controlled and OTC)
· Assisting in Environmental audits for Housekeeping Department
Logistics Specialist - American Hospital Dubai, UAE           MAY 2021 – JULY 2024
· Developed and maintained relationships with vendors and suppliers to ensure timely delivery of goods.
· Create and Manage Project plans
· Project requirement gathering, Align project objectives with company goals
· Test and check the quality of deliverables
· Identify document variances/ defects and bugs in used experience, usability, process flows, identified functionalities and communicate them to the team.
· Inventory management- maintaining par level all the consumables in OR, Expiry management (FIFO)
Pharmacy Executive – Life Pharmacy LLC, Dubai, UAE         JUNE 2016 – MAY 2021
· Shift In charge - Managing the floor in the Morning shift
· Process Insurance Claims and ensures the accuracy of billing to patient’s accounts.
· Generates Purchase orders for the Medicines, Supplements and Medical supplies as per store requirement.
· Operating Cash Registers, Managing financial transactions and balancing Drawers.
Pharmacist – Watsons International, General Santos City, Philippines                                                                           JANUARY 2015 – MARCH 2016
· Conducted comprehensive medication reviews to identify potential drug-related problems and develop action plans to prevent adverse events.
· Developed and implemented patient counselling protocols to enhance medication adherence.
· Collaborated with other healthcare professionals to optimize patient care.
EDUCATIONAL ATTAINMENT:
TERTIARY EDUCATION: Bachelor of Science in Pharmacy – Southwestern University, Cebu City, Philippines    SECONDARY EDUCATION: Lourdes College, Cagayan de Oro City, Philippines
CERTIFICATE: MEDICAL CODING: Annex learning Institute, Dubai, UAE 
REFERENCE -Available upon request
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