Houaria-Farah Lemmalda

Senior Executive - Medical Receptionist
(6+ Years’ Career experience)

Address : Sharjah, UAE

Mobile No :+971-559974080

E-malil - lemalda.farah31@gmail.com
(Visit Visa — Expiry Date: March 28", 2025)
Algerian Driving License

SUMMAR

Proficient Medical Receptionist with over 6 years’ experience, responsible for ensuring smooth operations at a medical
facility's front desk, greeting patients, scheduling appointments, answering phone calls, and performing administrative tasks,
have excellent customer service skills, attention to detail, and the ability to handle sensitive and confidential information.

QUALIFICATIONS&CERTIFICATIONS

June 2024, High School Diploma, Specialty: Office Secretarial, Broston Training School, Oran, Algeria

e November 2020 - Master’s degree, Specialty: Physics' Energetics and Renewable Energy, Oran University of Science
and Technology - Mohamed Boudiaf, Oran, Algeria.

June 2018 - Bachelor’s degree, Specialty: X-ray physics, Oran University of Science and Technology - Mohamed
Boudiaf, Oran, Algeria.

WORKEXPERIENCE

Senior Executive - Medical Receptionist January 2019 — December 2024
Oran Military Hospital - (Oran, Algeria) (Full Time)

Responsibility:

Greet and attend to patients in person and over the phone.

Professionally assist doctors, staff, visitors, and patients.

Maintain business inventory including checking supplies, scheduling equipment, and maintenance repairs.

Answer all phone calls professionally and courteously.

Perform all duties within HIPAA general regulations.

Maintain confidentiality of all doctors, staff, and patient information.

Schedule appointments between doctors and patients.

Liaise between medical departments with discretion and professionalism

Adhere to policy and procedures during all activities.

Assist with admissions/treatment as per agreed protocols.

Ensure that stock levels are adequate, and orders are made timeously.

Communicate medical results to patients under clinical supervision.

Complete accurate documentation of patient visits

SKILLS

Scheduling patient appointments - Excellent interpersonal and communication - Strong organizational and multitasking
abilities - Confidentiality - Answering incoming calls - Time management - Insurance Verification - Communication -
Medical terminology - Background in the healthcare sector - Update and maintain electronic medical records - Scheduling
- Problem-solving - Managing patient records and correspondence - Customer service - Greeting and assisting patients -
Attention to detail - Teamwork - Professionalism - Prioritization - Medical billing - Organization - Administrative
proficiency.

Trilingual (Arabic - English - French).



mailto:lemalda.farah31@gmail.com
https://www.google.com/search?rlz=1C1GCEU_enAE998AE998&sca_esv=1c94ba2c29d9ad4c&cs=0&q=excellent+interpersonal+and+communication+skills&stick=H4sIAAAAAAAAAJVTy24TMRQl1YCmKY_iiqpUSDGvRYWgCRViHaqCumhVkVCEWESu5yax4sdw7UlCvoEVG_Z8AR8Av4EQ_MGwg11XXCcp7RIWI1n2OcfnnuNJG7cqjePKnT3IlBSaPwcJeVDOKh84gi8McBgLk2vwxwtpZ2e_vdt-1fmUVMrkIau3Ajrb4w57wqqJiEQSETbjptBBBeEHis7FkdIqKPBT0s5YgtZgA1c2AOaA_i9NOmMKS1aiFCe21kS6yWot2Yes0FEtp8PIFnnuSMHQmjBX2ZW2IrdGWNGDuFkm62ytaf0IMNKUJfG4oDn1jLDtbFdlBFWC_L0tk2ts5SQJckZop12P9qvVdNNs1hu63y2TNba6a32BwkrgQxLvzv2WyUVWPTVaJnX24EWeiQCzSAS5pY-DBhmDU5Kb-W0I0mFGru6y20-EHPTQFUQhcOgD74PQoS8FAvdEdVgmjC1vFz44A0h7OFQSyuQ-u7cXxz-b0lx5ni5Sp7mzNHPEL1UX41iPtkadCQ3J0jYIM3I4mCbRDCFGQz0ExzMg63paxTMECNNaSVJ4T0_lzIWzZE9SpOJnUSyzyweoHNIzmMzDItgBui6QQuxfeVMmN9h6M6PcSRMJNgSeE0RJUpbUwyW29FTDWE3f02kvb44eh4_n6_CfD-v7hevnDvdf_l5d-FD7udV69_pHzf_6_O3L4df6xvv0n_6JP5IlT0JAAwAA&sa=X&ved=2ahUKEwjXssyV2qKLAxXo_rsIHdk2MdYQ7fAIegUIABDvAQ
https://www.google.com/search?rlz=1C1GCEU_enAE998AE998&sca_esv=1c94ba2c29d9ad4c&cs=0&q=strong+organizational+and+multitasking+abilities&stick=H4sIAAAAAAAAAJVTy24TMRQl1YBCyqMYUZUKKea1qBB0SoVYh6qgLlpVJBQhFpHruZlY8WO49iQh38CKDXu-gA-A30AI_mDYwa4rrpOUdgmLkSz7nONzz_HUN27V0qPanV3IlBSaPwcJRVDOKh84gi8NcBgLU2jwRwv17vZeZ6fzqvspqVXJQ5a2Azqbc4e5sGoiIpFEhM24KXVQQfiBonNxqLQKCvyUtD2WoDXYwJUNgAWg_0uTzpjSkpUoxYmtNZFusmZb9iErdVQr6DCyRVE4UjC0JswVdrmjyK0RVuQQN6tkla20rB8BRpqyJB4XNKeeEbac7amMoEqQv7dVco1dPU6CnBHaaZfTfqNRXzfr6Ybu96pkhS3vWF-isBL4kMR7c79VcoE1ToxWScoevCgyEWAWiSC39HHQIGNwSnIzvw1BOszI1V12-4mQgxxdSRQChz7wPggd-lIgcE9Uh1XC2NJW6YMzgLSHQyWhSu6ze7tx_NMpzZXn6SJ1WjhLM0f8YuN8HOvR5qg7oSFZvQPCjBwOpkm0QojRUA_B8QzIup5W8QwBwrRWkhTe01M5deEs2eMUqfhZFEvs0j4qh_QMJvOwCLaPrgekEPtX3lTJDbbayih30kSCDYEXBFGSlCX1cJEtPtUwVtP3dNLLm8PH4ePZ1P_na_x-7vqZg72Xv5cXPjR_brbfvf7R9L8-f_ty8DVde1__p3_iD6V5f8tAAwAA&sa=X&ved=2ahUKEwjXssyV2qKLAxXo_rsIHdk2MdYQ7fAIegUIABDeAQ
https://www.google.com/search?rlz=1C1GCEU_enAE998AE998&sca_esv=1c94ba2c29d9ad4c&cs=0&q=strong+organizational+and+multitasking+abilities&stick=H4sIAAAAAAAAAJVTy24TMRQl1YBCyqMYUZUKKea1qBB0SoVYh6qgLlpVJBQhFpHruZlY8WO49iQh38CKDXu-gA-A30AI_mDYwa4rrpOUdgmLkSz7nONzz_HUN27V0qPanV3IlBSaPwcJRVDOKh84gi8NcBgLU2jwRwv17vZeZ6fzqvspqVXJQ5a2Azqbc4e5sGoiIpFEhM24KXVQQfiBonNxqLQKCvyUtD2WoDXYwJUNgAWg_0uTzpjSkpUoxYmtNZFusmZb9iErdVQr6DCyRVE4UjC0JswVdrmjyK0RVuQQN6tkla20rB8BRpqyJB4XNKeeEbac7amMoEqQv7dVco1dPU6CnBHaaZfTfqNRXzfr6Ybu96pkhS3vWF-isBL4kMR7c79VcoE1ToxWScoevCgyEWAWiSC39HHQIGNwSnIzvw1BOszI1V12-4mQgxxdSRQChz7wPggd-lIgcE9Uh1XC2NJW6YMzgLSHQyWhSu6ze7tx_NMpzZXn6SJ1WjhLM0f8YuN8HOvR5qg7oSFZvQPCjBwOpkm0QojRUA_B8QzIup5W8QwBwrRWkhTe01M5deEs2eMUqfhZFEvs0j4qh_QMJvOwCLaPrgekEPtX3lTJDbbayih30kSCDYEXBFGSlCX1cJEtPtUwVtP3dNLLm8PH4ePZ1P_na_x-7vqZg72Xv5cXPjR_brbfvf7R9L8-f_ty8DVde1__p3_iD6V5f8tAAwAA&sa=X&ved=2ahUKEwjXssyV2qKLAxXo_rsIHdk2MdYQ7fAIegUIABDeAQ
https://www.google.com/search?rlz=1C1GCEU_enAE998AE998&sca_esv=1c94ba2c29d9ad4c&cs=0&q=confidentiality&stick=H4sIAAAAAAAAAI1Su24TQRTF0YIcB0iYiChESB5eRYQgDlFEbaKAUiSKsAlCFNZk9no98jyWO7O28TdQ0dDzBXwA_AZC8AdLB10q7tgOCR3FSquZc86ce86tbt6ubJ9U7u5DqqTQ_DlIyINyVvnAEXxhgMNImFyDP5mrdnYP2nvtV51PSaVMHrFGK6CzGXeYCavGIhJJRNiUm0IHFYTvK7oXx0qroMBPSLsjCVqDDVzZAJgD-r806YwpLFmJUpzYWhPpFqu3ZA_SQke1nC4jW-S5IwVD_4S5xhbbitwaYUUG8bBM1thq0_ohYKQpS-Lxh-bUU8KOs12VElQJ8ve2TK6z5dMkyBmhnXYZnddq1Q2z0djUvW6ZrLKVPesLFFYCH5B4d-a3TC6z2pnRMmmwhy_yVASYRiLILX0cNMgYnJLczF5DkA5TcnWP3XkiZD9DVxCFwKEHvAdCh54UCNwT1WGZMLa0U_jgDCCd4UBJKJMH7P5-HP98SjPlWbpInebO0swRv1Cbj2Ntbw07YxqSVdsgzNBhf5JEM4QYDfUQHE-BrOtJFc8QIExqJUnhPa3KuQenyZ6mSMVPo1hiVw9ROaQ1GM_CItghui6QQuxfeVMmN9laM6XcSRMJNgCeE0RJUpbUwxW28FTDSE326ayXN8ePw8eLi_LfOr9funHh6ODl75W5D_WfW613r3_U_a_P374cfW2sv6_-18r_AeZOoVYfAwAA&sa=X&ved=2ahUKEwjXssyV2qKLAxXo_rsIHdk2MdYQ7fAIegUIABCwAg
https://www.google.com/search?rlz=1C1GCEU_enAE998AE998&sca_esv=1c94ba2c29d9ad4c&cs=0&q=update+and+maintain+electronic+medical+records&stick=H4sIAAAAAAAAAJVTy24TMRSl0YBCyqMYUZUKKea1QIg2aYVYh6qgLlpVJBQhFpHruclY8WN67UlCvoEVG_Z8AR8Av4EQ_MGwg11XXCcp7RIWI1n2OcfnnuOpNu9Umo3jhXu7kCopNH8BEvKgnFU-cARfGOAwFibX4I8r1e72Xmen87r7KVkokw3WaAd0ts8d9oVVExGJJCJsyk2hgwrCDxSdi0OlVVDgp6TtsQStwQaubADMAf1fmnTGFJasRClObK2JdJvV2zKDtNBRLafDyBZ57kjB0Jow19jVjiK3RljRh7hZJqtspWX9CDDSlCXxuKA59Yyw5WxPpQRVgvy9LZMb7PpJEuSM0E67Pu3XatV1s95o6qxXJitsecf6AoWVwIck3pv7LZNLrHZqtEwabO1lnooAs0gEuaWPgwYZg1OSm_ltCNJhSq7us7tPhRz00RVEIXDIgGcgdMikQOCeqA7LhLGlrcIHZwBpD4dKQpk8Yg934_hnU5orz9NF6jR3lmaO-MXaxTjW481Rd0JDsmoHhBk5HEyTaIUQo6EeguMpkHU9reI5AoRprSQpvKencubCWbInKVLxsyiW2JV9VA7pGUzmYRFsH10PSCH2r7wpk1tstZVS7qSJBBsCzwmiJClL6uEyW3ymYaym7-m0l6PDJ-Hj-bXiv7L-fuHmuYO9V7-XKx_qPzfb7978qPtfn799OfjaePC--k9_xB_5wqiwPwMAAA&sa=X&ved=2ahUKEwjXssyV2qKLAxXo_rsIHdk2MdYQ7fAIegQIABAV
https://www.google.com/search?rlz=1C1GCEU_enAE998AE998&sca_esv=1c94ba2c29d9ad4c&cs=0&q=managing+patient+records+and+correspondence&stick=H4sIAAAAAAAAAI1Ty24TMRSl0YBCyqMYUZUKKea1QBU0IUKsQ1VQF60qEooQi8j13Eys-DFce5KQb2DFhj1fwAfAbyAEfzDsYNcV10lKu-xiJMs-5_jcczzV5p1Ks3W0dG8XUiWF5i9BQh6Us8oHjuALAxwmwuQa_FGl2tve6-503_S-JEtl8pg1OgGdzbjDTFg1FZFIIsKm3BQ6qCD8UNG5OFRaBQV-RtqeSNAabODKBsAc0P-nSWdMYclKlOLE1ppIt1m9IweQFjqq5XQY2SLPHSkYWhPmGrvaVeTWCCsyiJtlss7W2taPASNNWRKPC5pTzwlbzvZVSlAlyN_7MrnBrh8nQc4I7bTLaL9Wq26azUZTD_plssZWd6wvUFgJfETi_YXfMrnEaidGy6TBHr3KUxFgHokgt_Rx0CBjcEpys7gNQTpMydV9dveZkMMMXUEUAocB8AEIHQZSIHBPVIdlwtjKVuGDM4C0hyMloUweso3dOP7plBbKi3SROs2dpZkjfrl2MY71pDXuTWlIVu2CMGOHw1kS7RBiNNRDcDwFsq5nVbxAgDCrlSSF9_RUTl04T_Y4RSp-HsUKu7KPyiE9g-kiLILto-sDKcT-lTdlcoutt1PKnTSRYCPgOUGUJGVJPVxmy881TNTsPZ308u7wafh8fsOcffafF26eO9h7_Xe18qn-u9X58PZX3f_5-uPbwffGg4_VM_0O_wDlNVORPAMAAA&sa=X&ved=2ahUKEwjXssyV2qKLAxXo_rsIHdk2MdYQ7fAIegQIABBC

