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	CAREER OBJECTIVE
	 
	 
	 
	 
	 
	 
	 


To expand my Horizon by getting an Opportunity to make a strong contribution in organizational goals through continued development in professional skills and along with it I want to utilize my all resources for all kind of challenging tasks given to me and upgrading my knowledge and skills time to time with excellence at my top priority and achieving my goals.
	EDUCATION
	 
	 
	 
	 
	 
	 
	 


· CMRS CERTIFICATION FROM AMERICAN MEDICAL BILLING ASSOCIATTION USA. EFF SINCE JUNE 2014 TILL RESENT.
· B.SC. with CHEMISTRY in OCTOBER 1998 From MUMBAI UNIVERSITY
· HIGHER SECONDARY, MARCH 1994 from MUMBAI BOARD

· SSC from MUMBAI BOARD MARCH 1990

	COMPUTER PROFICIENCY 
	 
	 
	 
	 
	 
	 
	 


·  (CDC Course) Career Diploma Course from Zed Point Byculla Mumbai Branch January 1999.
· MS-CIT ( Maharashtra State Certificate Course in Information Technology), From Anjuman I Islam Computer Training Centre July 2003.
Opertaing System:
Dos, Windows/95/98/2000/xp/Vista
Packages Known:

MS-OFFICE (WORD, EXCEL, POWERPOINT)

FOXPRO (2.6) DOS/WINDOWS, FOXPRO (6.0), VISUAL BASIC (6.0) 

Programing Language Known:

Foxpro Dos/Windows 

Familiar with:



DTP, Multimedia, Internet 

	EXPERIENCE
	 
	 
	 
	 
	 
	 
	 


· March 2012 till Present 

At “Crystal Parental Pvt Ltd , 3 Floor, Silver Plaza, Near Old Padra Road. Vadodara
Job Title: “Medical Billing & Coding Team Leader”

Detail oriented quality focused professional billing specialist. Successful track record handling complicated assignments. Highly experienced in reconciling insurance and patient payments and resolving account disputes. Proficient in a variety of practice management software applications. Dedicated to maintaining strict patient confidentiality.
Key Skills
· ICD-9, CPT-10, & Medical Terminology

· Medical Insurance

· Excellent Interpersonal Skills

· Excellent Phone Skills

· Various Practice Management Software

· Claim Entry & Payment Posting

· Records Organization & Management

· Insurance & Patient Aging

· HIPAA Compliance

· Online Claim Submission & ERA
· Updated for ICD-10
· Improved revenue for most recent provider over 32% with same patient load

· Experienced billing for Family Medicine, Infectious Disease Specialist, Pulmonologist, Gastrologist, Cardiologist, Diabetic Health Specialist, Pediatrician Internist and Mental Health specialties
· Ensure claims are entered and submitted with 48 hours of receipt

· Accurately apply payments to patient accounts

· Post and reconcile insurance and patient payments. Research and resolve incorrect payments, EOB rejections, and other issues with outstanding accounts

· Insure accuracy of insurance claims. Verify correct ICD-9 and CPT codes for a variety of specialties

· Set up new patient accounts

· Assign ICD-9 to physicians diagnosis and insure correct level of service and various other CPT codes

· Set-up practice management software for submission of electronic claims to clearinghouse. Work with clearinghouse to resolve file compatibility issues

· Retrieve Electronic Remittance Advice (ERA's)

· Send secondary claims upon processing of primary insurance

· Monthly processing of Patient statements. Answer and resolve patient billing inquires

· Follow up on Insurance and patient aging. Re-submit insurance claims as necessary

· Knowledgeable in timely filing restrictions

· Insure office practices are in compliance with HIPAA regulations

· May 2010 to March 2012
At “Healthcare Informatics Pvt Ltd , 3 Floor, Kashivishweshawar Tower, Near Pizza Inn, Jetalpur Road, Vadodara.

Job Title: “Medical Billing & Coding Executive Officer”

Nature of Job: We look after medical records of patients of various doctors of unite states. We have to maintain the medical records of each and every patient using numeric and alphanumeric systems ( color coded tabs ) as per the norms of  Health Insurance Portability and Accountability Act ( HIPAA ). We also have prepare and maintain appointments books. Our main task is to create bills using various Common Procedural Terminology ( CPT ) and International Classifications of Diseases ( ICD ). Than after creating the bills we need to forward it to different Insurance Companies  for further clearance electronically. Here we need to be aware of Health Care Finance Administration ( HCFA ) the part of  United States Department of Health and Human Services ( HHS )

· August 2009 to December 2009

At “Healthcare Informatics Pvt Ltd , 3 Floor, Kashivishweshawar Tower, Near Pizza Inn, Jetalpur Road, Vadodara.

Job Title: “Quality Analysis”

Nature of Job: To help Admin Department in audio file allocation and segregation work. Co-ordinate with vendors for output and feedback. To check document (output) before sending to client like patients details format etc. New client (US based) details maintain etc. All quality related work for Transcripted document.

· December 2008 to March 2009

At “Key Stroke Pro (ISO Certified Company), 1, First Floor, Taksh Complex, Near Bina Nagar, Vasna Road , Baroda 390 020. 

Job Title: “Trainee Transcription”

Nature of Job: Work Online, Voice based work which we have to type in word file according to client’s instructions and dispatch in time, work generally come from UK 

· August 2007 to October 2008

At “M/s Kalyan Marketing, G-1 Kesharit Flats, 3- Nutan Bharat Society, B/h Vadodra Central, Alkapuri, Baroda 390 007.

Job Title: “Back Office Assistant”

Nature of Job: Work Online, emails to client and reply to necessary, search on google as required, work with Ms Office, to make invoice bill, keep queries on track, To make different official letters, Routine office work, keep stock detail update, received updates from sales team, keep track with sales team client and all for updating, etc

· November 2005 to May 2007 

At “Anjuman I Islam’s Computer Training Centre”, Main Building, 2nd Floor, Anjuman-I-Islam Complex, 92, D.N. Road, Opp.C.S.T. Mumbai 1.

Job Title:  “Supervisor & Centre Incharge”

Nature of Job: To manage various local area School’s of Anjuman I Islma  Computer Training Centre, Co-ordinate with Principal and Computer Staff and Director of Computer Centre, Conduct Board Online Exam for I.T., H.S.C. level, Collecting fees from Each Centre, To Prepare Result Programs under Foxpro, To prepare Computerised result of each and every class & School, etc.

· June 2001 to October 2005 

At “Anjuman I Islam’s Ahmed Sailor High & Primary School”, 126, Dimtimkar Road, Nagpada, Mumbai 8.

Job Title:  “Computer Faculty cum Centre Incharge ”

Nature of Job: To teach Computer as an optional subject, to manage Student details as well as their fees records, Collecting fees, to prepare Computerised result of each and every class, to manage total function of centre at Ahmed Sailor School, etc.

· January 1999 to May 2001 

At “Ahmed Sailor High& Primary School”, 126, Dimtimkar Road , Nagpada, Mumbai 8.

Job Title: “Computer Faculty cum Centre Incharge ”

Nature of Job: To teach Computer as an optional subject, to manage Student details as well as their fees records, conduct their exams, handle all admin level work, etc. 

· November 1997 to December 1998 

At “Hamlin Broderies”, Clare Road , Mumbai 8.

Job Title: “Office Assistant”

Nature of Job: Office routine work, checking goods, goods checked when comes from workshop till it shifted, taking details of order etc. 

	PERSONAL MEMORANDOM
	 
	 
	 
	 
	 
	 
	 


Date of Birth

:
28TH May 1974
Marital Status

:
Female, Divorced

Nationality


:
Indian

Mother Tongue

:
Urdu & Hindi
Languages Known

:
English, Gujarati, Hindi, Marathi and Urdu
	KEY SKILLS
	 
	 
	 
	 
	 
	 
	 


My key skills would include following:- 

· Effective Leadership, Staff Management and Planning.

· Strong Communication and Presentation.

· Effective Rapport-Building and Relationship Management.

· Adaptability, Flexibility and the ability to maintain Effectiveness during Change.

· Languages known are English, Hindi, Urdu, Marathi and Gujarati

	STRENGHTS
	 
	 
	 
	 
	 
	 
	 


     My main Strength is Confidence in myself. I believe the word impossible does not exists everything is possible you just need to work hard and have confidence in yourself that you can do that thing. And above it I can work very hard to achieve my goals and I know I will achieve them.  “I BELIEVE THAT WINNING IS NOT ONLY THING FOR ME, BUT ITS EVERYTHING FOR ME “
