

Medical Secretary / Medical Transcriptionist
	Post Box 23614, Dubai, UAE
04-3315000, Ext: 398
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+971 50-1427068                shameenashiq@gmail.com                 shameenashiq@yahoo.co.in 

	Objective
	To mark the presence as a team member of the organization to reach its objectives and goals with a perfect teamwork and to prove & improve skills to take the organization to greatest heights. 

	Experience
	April 2009 - continuing
Al Zahra Medical Centre
Dubai, UAE
Al Zahra Medical Centre, Dubai, is another unit of Al Zahra Hospital, Sharjah.
Medical Secretary /  Administrative Secretary 
· Transcribing medical dictation (audio files as well as handwritten reports) to provide permanent record of patient care, i.e., medical reports, discharge summaries, consultation reports etc, for nearly 50 doctors in Cardiology, Dental, Dermatology, Endocrinology, ENT, General Medicine, General Surgery, Gastroenterology, Gynaecology, Neurology, Ophthalmology, Orthopaedics, Paediatrics, Pulmonology etc.
· Uploading patients’ statistics on a daily basis to the website of Department of Health (DOH), Dubai.
· Dealing with the representatives of the companies regarding their staff’s new and periodic medical check-ups.
· Administrative jobs related to the Medical Records Department.

	
	November 2008-March 2009     Oxford Business Group
                              Sharjah & Ras Al Khaimah.
Oxford Business Group is UK based leading publisher of economic and political intelligence on the markets of the Eastern Europe, North & South Africa, Middle East and Asia.
Project Coordinator / Administrative Assistant
· Provide administrative assistance to the project teams of Sharjah & Ras Al Khaimah, as well as to the other visiting advertising and editorial staff and freelance analysts from UK.
· Meet with the Country Director daily to discuss the daily and weekly priorities.
· Making calls to the companies to arrange meeting for Country Director & Editorial Manager and keeping track of their all meetings, keeping the company outlook files updated.
· Maintain calendars, charts, reports and organizing delivery of books to both advertisers and to other contacts requested in Sharjah & Ras Al Khaimah.
· Collects all the receipts for every expenses and compiling the expense reports.

· Liaise with the Head Office in UK to receive the invoices, proof read invoices and check accuracy, send invoices to the clients.

· Follow up with clients for timely payment.

	
	July 2003-January 2007
Swotware Systems Solutions
Kandy, Sri Lanka.
Swotware Systems  Solutions is a private retail software developing firm, based in Kandy, Sri Lanka.   
Administrative Secretary
· Provide administrative support to the In-charge.

· Daily oversight and management of incoming and outgoing email, post and fax.

· Attending telephone calls, analyzing customer requirement, on-call technical support.

· Maintaining office systems, documents and computer based information.



	
	June 1999-June 2003
Dallah Hospital 
Riyadh,   K.S.A
Dallah Hospital, a member of Dallah Al-Baraka Group, was established in 1987 to render the best health care in order to meet needs of the region.  Dallah hospital, a 300 bedded super specialty hospital, has been accredited by the CAP, JCI and the ISO certificate.
Medical Secretary / Secretary to the Chief  of Medical Staff
· Secretarial assistance to the Chief of Medical Staff and other Heads of Departments (medical & paramedical).
· Planning, organizing and coordinating the Chief of Medical Staff’s diary and meetings including follow up on implementations / decisions, daily correspondences, phone calls, emails and faxes.  
· Transcribing medical dictation (audio files as well as handwritten reports).  
· Continuing Medical Education secretarial work included organizing CME daily diary.

· Responsible for the lecture room and Ala Carte with all modern equipments (Laptop, LCD projector, Slide projector, Overhead Transparency projector, TV & VCR).

· Typing daily / weekly/ monthly lecture schedule for the CME and lecture notes / journal clubs / mortality & morbidity meetings / medical articles / scientific manuscripts / researches for doctors for the CME.

· Deal with the pharmaceutical representatives for their sponsorship of the daily CME.

· Employees’ Clinic secretarial work included helping the Physician-in-charge in executing his instructions.

· Prepare and issue all investigation requests for the new candidates for their Pre-placement medical check-up.

· Collecting and filing all the reports, enter in the computer system and review them for completeness and accuracy before hand over to the Physician-in-charge.

· Responsible to handover the medical check up fitness reports to the Administrative Manager.

· Responsible for track Employees’ files for compliance of vaccination and screening for periodic evaluations and issuing requests, record and maintain needle stick injuries and follow ups of Employees, Record and maintain Employees’ data, who are working in high risk areas like Radiology, Cath Lab, Endoscopy, Oncology and track their files and prepare the periodic medical check up program.

June 1998-June 1999
Postgraduate Medical Education Department,             Riyadh Medical Complex                       (currently known as King Saud bin Abdulaziz Medical Complex) 
                              Riyadh, K.S.A

Riyadh Medical Complex is one of the reputed MOH hospitals in KSA, is international recognized centre for training in medicine and surgery.  Its medical wing has 1000 beds and a large 200-bed intensive care unit. The academic wing has a 500-seat auditorium and is equipped with a state-of-the-art medical library located adjacent to a multi-purpose conference hall where training programs will be conducted.  I had been trained here as Medical Secretary.
Medical Secretary / (under Medical Director) 

· Undertaking all medical and general secretarial duties.
· Typing lecture notes / journal clubs for doctors.

· Typing question papers for doctors’ higher examination.

· Dealing with mails, post and faxes.

· Document filing.
Laboratory Department Secretary (under Head of Laboratory) 

· Maternity & Children’s Hospital, Riyadh Medical Complex,                                Riyadh,     KSA.

· Undertaking all medical and general secretarial duties.

· Data entry of all lab results.

· Dealing with mails, posts and faxes.

· Document filing.



	Education -                             

                 Academic
	1993-1996
Calicut University
Kerala, India
· B.A., Bachelor of Arts in English Language & Literature.

1991-1993
Calicut University
Kerala, India

· P.D.C, Pre-Degree Course (Pre-University Course)

1981-1991
Board of Secondary Examination
Kerala, India

· SSLC, Secondary School Leaving Certificate

	            Professional
	1996-1998
Datatech Computer Academy
Kerala, India

· DCA, Diploma in Computer Applications
· Operating systems: MS DOS, 

· MS-Windows Office 95/98/2000/ME/2003/2007/XP/Vista

· Office programs: MS-Word, MS-Excel, MS-PowerPoint.

· Database management: dBase, MS Access.

1997
Board of Technical Examinations
Kerala, India

· Typewriting English

	Interests
	Reading, Computers.

	Personal Information
	· Date of birth             :     21 Mary 1976

· Sex                             :     Female

· Nationality                :     Indian

· Social status             :     Married 

· Height                       :     5.4"

· Weight                      :     52kg

· Health status            :     Excellent
· Languages Known  :     English, Hindi, Urdu, Tamil & Malayalam.

· Passport details       :     No: F8193530
· Place of Issue          :     Kozhikode, Kerala, India
· Date of Issue           :     05-07-2006
· Date of expiry         :     04-07-2016

· Visa status                :     Husband’s sponsorship




