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What job i'm looking for? My positive points
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Ability to quickly file alphabetically and numerically.
Can use Microsoft Office Outlook, Word and Excel confidently.
Ability to use spreadsheet and email applications.

Aware of the rules and regulations relating to medical documentation
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Secretarial: Communicating Effectively.

o ~ Admin and facilitys assistant
Advance training in Customer Delighé:
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Taking information effectively every time.

%%tl?ac 5 PWE'IOloRZraI information about me
Day of birth 1978-02-09 (46 years old)
Eo bg assertive and accurate in thel\werformance of tasks.
ender ale
Residential location Cape Town
How to use various office tools, metfi6ads, procédures and/or equipment associated with the job

figheplbene number
Sign in

Email address
Understanding of the employer’s bugiigesa and the needs of those who will use the end product of

the work.
Additional information
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To be well presented and friendly at all times and enhance the company’s professional image.
To take and show initiative.

Solid knowledge of the MedEDI program. Loading patients doing bookings and account statement

an invoice and submitting ICD10 codes for medical aid claims.

Aware of the rules and regulations relating to medical documentation.
Ability to prioritise and organise a heavy workload.
General knowledge of office procedures and policies.

Extensive knowledge of medical terminology.
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