Zainab Ahmed Sawadi

CV Mobile Number: 0503512815

Nationality: Saudi
Email: Zom1111@icloud.com

Objective

Seeking To Apply My Acquired Experiences
Within A Competitive Work Environment That
Enhances My Ability To Progress And Fulfils
My Passion To Gain Experience And Skills.

Objective
e Diploma from Jizan University

e Specialization: Medical Secretarial
Studies

Experlences

e Medical Secretary - Al-Omais Hospital (for three
years)

— Organizing patient appointments and coordinating
between different medical departments.

— Preparing and storing paper and electronic medical
files with complete confidentiality.

— Receiving patients, directing them, and following
up on registration and service procedures.

— Entering medical data and updating records using
hospital systems.

— Supporting doctors and medical staff in daily
administrative tasks.

e Health Volunteer - Primary Health Care Center

— Assisting in organizing patient reception and
service within the center.

—  Supporting health staff in administrative and
awareness-raising tasks.

—  Contributing to the organization of health files and
updating data.

— Participating in health awareness and community
service programs.

— Sales and Marketina

Courses

e First Aid
e Quality in Healthcare
e Time Management and Stress Control

Skills

Use of computers & Office

Tact and good behavior

Time management and prioritization
Ability to perform under pressure
Effectiveness in the team

Love of learning and self-development
Knowledge of medical terminology

Languages

e Arabic Language: Native
e English Language: intermediate
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