
QUEENJOB

PortHarcourt,RiversState,Nigeria

08109314284

kechijob88@gmail.com

PROFESSIONALSUMMARY

Customer-focusedprofessionalwithoverthreeyearsofexperienceprovidingcustomersupport,

frontdeskadministration,andpatientservicesinafast-pacedhealthcareenvironment.

Experiencedinhandlingphone,email,andlivechatinquiries,schedulingappointments,

managingpatientrecords,processingpayments,anddeliveringexcellentcustomerexperiences.

Adeptatmultitasking,maintainingaccuraterecords,andbuildingpositiverelationshipswith

clientsthroughclearcommunication,empathy,andprofessionalism.Seekingaremote

CustomerSupportorCustomerSuccessrolewhereIcancontributetobusinessgrowthwhile

continuingtodevelopmyskills.

CORECOMPETENCIES

Customersupport

Emailsupport

Livechatsupport

Telephonesupport

Customerrelationshipmanagement

Appointmentscheduling

Customerfollow-up

Administrativesupport

Dataentryandrecordmanagement

Problem solving

Timemanagement

Team collaboration



Writtenandverbalcommunication

Attentiontodetail

PROFESSIONALEXPERIENCE

CustomerSupportandAdministrativeOfficer

Je-solzEyeCenter

2023–2026

Keyresponsibilitiesandachievements

Assistedanaverageof10–15patientsdaily,providingprofessionalandempatheticcustomer

support.

Respondedpromptlytocustomerinquiriesthroughphonecalls,email,andlivechat,often

managingmultiplecommunicationchannelssimultaneously.

Welcomedpatients,completedregistration,andmaintainedaccuratepatientrecordsinboth

manualfilesandtheECMSdatabase.

Scheduledappointments,coordinatedfollow-upvisits,andensuredpatientsreceivedtimely

reminders.

ProcessedcustomerpaymentsusingMoniepointandaccuratelyrecordeddailyfinancial

transactions.

Updatedandmaintainedconfidentialpatientinformationwithahighlevelofaccuracyand

attentiontodetail.

Performedadministrativedutiesthatcontributedtothesmoothday-to-dayoperationofthe

clinic.

Workedcollaborativelywithcolleaguestodeliverefficient,patientfocusedservicewhile

maintainingaprofessionalandwelcomingenvironment.

EDUCATION

WestAfricanSeniorSchoolCertificate(WAEC)

WifyComprehensiveCollege

2007–2013



TECHNICALSKILLS

MicrosoftWord

MicrosoftExcel

Gmail

Zoom

Canva

ECMS(ElectronicCustomer/ClinicalManagementSystem)

LANGUAGES

English—Fluent

Ikwerre—Native/Fluent

Igbo—Basic

Yoruba—BasicUnderstanding


