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Front Office Executive 
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SUMMARY 
Front Office Executive with over 12 years of extensive expertise in patient registration, customer service, and office administration. 

Demonstrates strong skills in managing patient appointments, insurance processing, and billing, ensuring a seamless experience for all 

clients. Committed to utilizing advanced communication and team management skills to drive organizational growth and enhance the 

efficiency of front office operations. 

 

EXPERIENCE 
06/2012 - Present 
Dubai, UAE 

 
 
 
 
 
 
 
 
 
 

 

05/2011 - 02/2012 
Mumbai, India 

 
 
 
 
 
 
 
 
 
 
 

 

EDUCATION 
2015 - 2017 
India 

 

 

2008 - 2011 
India 

 

STRENGTHS 

Front Office Executive 
New Medical Centre 

• Welcome patients, ensuring smooth registration and accurate data entry. 

• Efficiently manage patient appointments, optimizing scheduling flow. 

• Handle insurance approvals and outpatient billing with precision. 

• Communicate office procedures clearly to patients, enhancing understanding. 

• Respond promptly to information requests, maintaining high service standards. 

• Streamlined patient registration processes, significantly reducing wait times and improving overall 

appointment efficiency. 

• Coordinated with dental staff to manage appointment schedules, optimizing workflow and enhancing 

patient flow throughout the day. 

Administration-Cum Office Assistant 
Samarth Services 

• Managed customer service, resolving inquiries to enhance satisfaction. 

• Coordinated office equipment maintenance, ensuring operational efficiency. 

• Prepared financial documents, streamlining claims and billing processes. 

• Reviewed invoices for accuracy, securing timely payments. 

• Maintained visitor logs, improving office organization. 

• Managed office equipment repairs and maintenance, reducing downtime and ensuring optimal 

functionality for uninterrupted business operations. 

• Prepared financial claims and deposits, applying meticulous attention to detail and ensuring all 

transactions were thoroughly documented and reconciled. 

 
 

 

Masters in Business Administration (MBA) - Specialization in Hospital 
Administration 
Sikkim Manipal University 

Bachelor of Science (B.Sc.) - Specialization in Computer Science 
Mangalore University 

& Reliability 

Consistently dependable and accountable, delivering high- 

quality results with in deadlines. 

G Effective Communication 

Strong verbal and written communication skills, ensuring 

clarity, collaboration, and mutual understanding across all 

levels. 

& Customer Service 

Committed to delivering exceptional client service by 

understanding and addressing individual needs with 

professionalism. 

< Technical Skills 

Highly computer savvy, with the ability to quickly adapt to 

new software and tools to enhance productivity. 

A Team Collaboration 

A dedicated team player who thrives in cooperative 

environments, contributing to shared goals and fostering 

team success. 

A Multi-tasking Efficiency 

Skilled at managing multiple priorities simultaneously while 

maintaining accuracy and attention to detail. 



STRENGTHS 

< Presentation Skills 

Confident and persuasive presenter, capable of conveying 

information clearly and engagingly to diverse audiences. 

SKILLS 
Microsoft Office Tally HIS HMS Outlook Customer Service Office Administration Billing 

Team Management Appointment Scheduling Data Entry Workflow Optimization Data Analysis 
     

Financial Documentation Customer Inquiry Resolution Organizational Skills Time Management 

Problem Solving Process Improvement 
  

 

LANGUAGES 
English 
Proficient 

Konkani 
Advanced 

 

 
Hindi 
Proficient 

Tulu 
Advanced 

 

 
Kannada 
Native 

PERSONAL INFORMATION 
Date of Birth: 23/11/1990  

Gender: Female 

Marital Status: Married 

Nationality: Indian 

Driving License: UAE, India 

Visa Status: Employment Visa 

 

REFERENCES 
Available on request 


