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CONTACT ADDRESS
Dubai, U.A.E.
C/o M.
VISA STATUS
Visit Visa
Expiry Date: 14.02.2014 (extendable)

	CAREER OBJECTIVE

       Seeking a dynamic and challenging position in a growth oriented progressive firm where my experience and skills will significantly contribute to the overall success of the organization and provide opportunities for my career growth.
PROFILE AT A GLANCE
· Content Developer/Content Writer: 4 year work experience. 

· Medical Billing Executive/Collection Officer/Negotiator: 1 year work experience. 

· Office Assistant/Computer Operator: 1.7 year work experience.

· Medical Transcriptionist: 1 year work experience.

· Medical Laboratory Technologist: Different training experiences.  

ACADEMIC PROFILE

UNIVERSITY OF KARACHI



             (Karachi- Pakistan)
· BACHELOR OF STUDIES IN PHYSIOLOGY (Equivalent to Master of Science), 2007-2010

· SPECIAL SUBJECT: APPLIED PHYSIOLOGY AND BIOPHYSICS.
· SUBSIDIARIES: BIOCHEMISTRY AND BIOSTATISTICS.

· First Division / ‘A’ Grade / 84.7% / 3.91 CGPA

· First Position (GOLD MEDALIST).
PAKISTAN ISLAMIA INTERMEDIATE COLLEGE          (Abu Dhabi- U.A.E)
· H.S.S.C (Pre-medical), 2001-2003

· Grade-B / 62.1%

AL NOOR INDIAN ISLAMIC SCHOOL

            (Abu Dhabi- U.A.E)
· C.B.S.E (Science Group), 1999-2001

· Grade-B / 62%
TRAINING AND CERTIFICATES
1. Post Graduate Diploma in ‘Medical Laboratory Technology’.
2. Certification in ‘Strategic Human Resource Management’.


3. Certification in ‘Medical Transcription’.


4. Diploma in ‘Public Health Administration’.
5. Certification in ‘Basic air ticketing and Tariff’.


6. Other Computer certifications:

· Certification in Web and Graphics designing.
· Certification in Basic Computer Hardware.
· Certification in Office Automation.

	PERSONAL DETAILS
Age: 29 years.
Gender: Male
DOB: 13.12.1984
Religion: Islam
Marital Status: Single                   

Nationality: Pakistani
Languages Known:
English, Urdu and Arabic

	PROFESSIONAL EXPERIENCE
DESIGNATION: Executive Content Developer / Content Writer (EIGHT MONTHS).
INFINITE MARKETING (Karachi- Pakistan)
From: 6th May 2013 – 10th December 2013
RESPONSIBILITIES: 

· To design and prepare both academic and non-academic contents for potential clients. 
· To analyze, understand and troubleshoot content problems as per the requirement of the clients. 
· To liaise and coordinate effectively with both the internal and external clients to establish the projects assigned. 
· To provide quality work within assigned deadline.

DESIGNATION: Negotiation and Litigation officer (SIX MONTHS).
PROTÉGÉ GLOBAL (Karachi- Pakistan)           
 


From: 3rd September 2012 – 28th February 2013

RESPONSIBILITIES: 

· To recover and collect medical bills related to Workers Compensation via e-mails (Microsoft outlook) and outbound phone calls.
· Analyzing and answering general questions regarding billing statements, CPT and ICD-9 CM codes and to recover certain amount accordingly.
· Answering inquiries regarding medical billings to medical insurance companies on behalf of Doctors and Clinics in U.S.A, California. 
                                                                             
DESIGNATION: Office Assistant / Computer Operator (ONE YEAR & SEVEN MONTHS).
PAKISTAN CARE FOUNDATION (Karachi- Pakistan)         
From: 15th January 2011 – 15th August 2012
RESPONSIBILITIES: 

· Maintaining daily operations such as Record Keeping of personal files of employees and Data Entry.

· Maintaining employees and clients relationship.

· Liaising on social issues, supervising certain number of staffs and resolving disputes when necessary.
· Content writing and other administrative functions as assigned such as participating in induction process of the employees.



	
	DESIGNATION: Medical Transcriptionist (ONE YEAR).
XPRESS MED MEDICAL TRANSCRIPTION (Karachi- Pakistan)         
From: 1st June 2009 – 12th March 2010

(Indirect employee of LAKESIDE HOSPITAL, New York, U.S.A)
RESPONSIBILITIES: 

· Audio typing of all Radiological reports, General medical evaluation reports, Medication follow-up reports, Psychiatric evaluation reports, Neurological consultation follow-up reports, new intake reports and various other reports of both American and Canadian Hospitals.

· Decide which information to include and which to exclude in reports.

· Distinguish between homonyms and recognize inconsistencies and mistakes in medical terms referring to dictionaries, drug references and other sources on anatomy, physiology and medicine.

· Identify mistakes in reports and check with doctors to obtain the correct information.

· Perform data entry and data retrieval services, providing data for inclusion in medical records and for transmission to physicians.
· Return dictated reports in printed or electronic form for physician’s review, signature, and corrections and for inclusion in patient’s medical records.
 KEY SKILLS 

· Operating System: Windows XP, ME, 7 and 8.
· Microsoft Office Suite: MS Word, MS Excel, MS PowerPoint and MS Outlook.

· Typing Speed: 45 wpm.

· Other: Hardworking, self-motivated, self-directed, energetic, positive attitude, quick learner, communication skills, team player, flexible, adaptive, able to work under pressure, dedicated and honest.
 DECLARATION 

        I hereby declare that all the information and facts provided above are true to the best of my knowledge and belief.

Yours Truly
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