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Marwa Hammoud
Address: Beirut- Lebanon 
	Phone Number: +961-70 -053469	
E-mail Address: marwa_hammoud@live.com

EDUCATION 
From Jan/2022 till present          Haigazian University 
Special student towards MBA program emphasis in General Business Administration
(All my MBA courses start at 6 PM and I have only one course for the coming 4 months from 1 PM-2 PM Monday and Wednesday) 

From Sep/2014 to May/2018       Haigazian University 
       Bachelor of Science in Medical Laboratory Sciences
From Sep/2003 to May/2014       Lycee De La Finesse 
                                                       Lebanese Baccalaureate- Life Science Section: Official in 2014

EXPERIENCE 
From Sep/2018 to Aug/2020	      American University of Beirut Medical Center (AUBMC)
      Position Held: Department Assistant at the NeuroOutpatient Center
· Administrative: 
· Ordering medications and medical tests on EPIC for patients under physicians’ supervision and handling their paper work for NSSF and MOPH. 
· Writing reports for patients about their medical case. 
· Filling out claim forms for insurance. 
· Coordinate the completion of required forms related to patient visit. 
· Handling paperwork related to organizations contracted by the practice (embassies, travel agencies, etc.). 
· Arranging for hospital admission and laboratory services and placing admission order on EPIC system cosigned with physicians and preparing its papers from A-Z. 
· Handling clinic store by ordering and receiving from department store and verifying quantities according to preset standards and stock them in an organized manner. 
· Receiving emails and replying according to the specific inquiry. 
· Data Entry: 
· Updating and filling patients’ medical records or medical files. 
· Entering data into computer programs when needed. 
· Complete patient’s chart documentation. 
· Activating My Chart application for patients. 
· Call center: 
· Answering phone calls on CISCO phones, receiving medical messages and following up on them according to specific protocol. 
· Routing phone calls to the needed department. 
· Identifying and escalating issues to supervisors. 
· Scheduling appointments via phone according to specific etiquette. 
· Handling clients’ requests. 
· Documentation by emails and on system for concerned parties. 
· Following up customer calls where necessary. 
· Customer service and reception: 
· Checking in patients upon their arrival and opening new files for new patients. 
· Handling walk-in patients. 
· Receiving patients, evaluating patients' need and directing them into doctor’s clinic according to the schedule. 
· Providing requested information and inquiries. 
· Doing rounds on the clinics to make sure that everything needed is well prepared
ACADEMIC ACHIEVEMENTS
· Dean’s honor list from Haigazian University 

SUMMARY SKILLS
COMPUTER SKILLS: MS Word, Excel, PowerPoint
LANGUAGES: Fluent in English and Arabic
SOFT SKILLS: Patience and responsibility /Time management /Ability to work under pressure /Ability to work independently /Multitasking /Team leading /Communication /Contribute to the development of my work/Excellent analytical, interpersonal, and reporting skills /Application of all protocols /Ability to work with minimal supervision /Dealing with doctors and gaining their trust /Dealing with patients having special needs/Familiar with medical terminologies, blood tests…/ Highly organized, energetic, and patient /Take my work really seriously /Self-motivated, honest, highly responsible /Team work spirit /Ability to work under stress/Sociable /Excellent analytical, interpersonal, and reporting skills /Listening skills /Decision making skills/Problem solving skills
REFERENCES
Johnny Salameh (Neurology Physician at AUBMC) email: js73@aub.edu.lb

Maher Youssef (Supervisor at AUBMC) email: my17@aub.edu.lb

Haigazian University (Admission) email: info@haigazian.edu.lb
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