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Objective

To work with an organization which provides me practical exposure and challenges to learn at various levels and providing best of the skills where I can use leverage of my knowledge in the growth and development of the organization. 

Professional Experience

· Worked as Medical  Claims Coordinator/ Front Desk In charge at Al Noor Medical Center  Jeddah , Saudi Arabia.   ( Apr 2012 – Jul 2014)

· Worked as Faculty for Management at Presidency College of Management and Technology, Charummoodu.(Apr 2009 – Mar 2012)
Strengths

· Leadership qualities and team player.

· Excellent communications- language and interpersonal skills.

· Ability to quickly learn and adjust to new situations.

· The ability to multi-task to handle simultaneously multiple, varied responsibilities.

· Accustomed to and preference for heavy workload.

· Enthusiastic and eager to learn new things.

Technical Skills

· Operating System: Windows 2000, Xp.
Applications: MS–Office

Accomplishments

· Promoted as Front Desk In charge and Approvals In charge after 10 months of employment

· Coordinated Insurance department functions for team of 10 employees
Professional Expertise

Medical Claims Processor/Front Desk In charge                                         04/2012 to 07/2014
Al Noor Medical Center                                                                        Jeddah, Saudi Arabia

· Carefully reviewed medical records for accuracy and completion as required by insurance companies

· Acquired insurance authorizations for procedures and tests ordered by the attending physician.

· Prepared and attached all required claims documentation including referrals, treatment plans or other required correspondence to reduce incidence of denials.

· Managed the receptionist area, including greeting visitors and responding to telephone and in-person requests for information.

· Maintained the front desk and reception area in a neat and organized fashion.

· Planned meetings and prepared conference rooms.

· Interacted with  private insurance providers

Faculty For Management





04/2009 to 03/2012
Presidency College of Management and Technology                     Charummoodu , Kerala

· Routinely met with students’ parents regarding in-class issues and learning interruptions to discuss solutions

· Organized Field trips to Industrial areas

· Developed and implemented interesting and interactive learning mediums to increase student understanding of course material

· Staff advisor for College Magazine

· Assisted in Placement oriented recruitment drives

Academic Snapshot

MBA(Human Resource & Marketing)





     2009

ICFAI  University






          Dehradun, India

· Recipient of Merit Scholarship for Women

· Member of Student Placement Committee

· Received SIP achiever award and placement offer from Bajaj Allianz Insurance Company Limited during internship

· Attained 7.68 CGPA

Bachelor of Commerce






      2007

MG University







          Kottayam, India

· Attained 69% 










MBA (Healthcare Management)




            Pursuing

Sikkim Manipal University





        Manipal, India
Additional Qualification

Completed Course in Medical Coding and Billing 




Personal Details

Visa Status


: Tourist Visa

Date of Birth 

: 21st May, 1986

Sex
: Female

Marital Status
: Married
Interests

Travelling, Music.
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