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Cv no: 1528062
JOB OBJECTIVE
· Seeking a position where I can use my knowledge in clerical work.
· Find new ways to apply existing skills while learning new skills.
· Enjoy both team and independent work environment.
HIGHLIGHTS OF QUALIFICATION
· Seven years experience as a receiving clerk which validates the information on all medical claims from patients, doctors and hospitals from an insurance company. 
· Persistent and driven.
· Strong analytical and presentation skills 
· Excellent  in verbal and written communication skills

· Computer Literate - MS OFFICE (MS Word, MS Excel)

PROFESSIONAL EXPERIENCE
MEDICARD PHILIPPINES INC. 






2007-2015
Medical Receiving Clerk

· Receives all claims from the service providers (hospital, doctors, dentist) including letters from medical providers, summary of outstanding payables, etc.
· Records all letters received from hospital and doctors. These should be done as soon as possible or at most within the day for immediate action. Letters are given to the concerned department or sections.

· Segregates claims received whether In-patient, ER, outpatient consultation or dental and encode details to the Claims Processing System (CPS) for control assignment.
· Print control slip to be attached to the claims.

· Print summary of received claims for the day per category (IP, OP, MS, and DT) and per hospital. One copy is given to the processor, team leader and one maintained in file.

· Distribute the claims to the assigned claims processors.

· Performs other related tasks that may be assigned from time to time.
MS INSTANT FINANCE INC.






2004-2007
Finance Clerk

· Record and make reports in all the money collected from our clients.
· Assist clients in processing their loans.
EDUCATION
BACHELOR OF SCIENCE IN COMPUTER SCIENCE



Central Colleges of the Philippines
2000-2004
ARELLANO UNIVERSITY
1996-2000
NUEVE DE PEBRERO ELEMENTARY SCHOOL
1990-1996
SEMINARS ATTENDED
· PROJECT EMBRACE  


- MARCH 20, 2012 @ THE WORLD CENTER BUILDING, BUENDIA, MAKATI CITY PHILIPPINES 
PERSONAL DETAILS

Civil Status
: Single

Gender

: Female

Nationality
: Filipino

Visa Status
: Visit Visa

