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	Objective:
	A highly talented Medical Transcriptionist/Medical Billing Associate with huge experience in interpreting, transcribing and verifying dictations by physicians and/or other health care professionals regarding patient assessment, work-up, therapeutic procedures, clinical course, diagnosis, prognosis, etc; documenting patient care and facilitating delivery of health care services for inclusion in medical records.


Academic Qualifications:

B.Com.


University of Punjab (1997)

Intermediate:

Board of Intermediate and Secondary Education 




Rawalpindi (1994)

Matriculation:

Federal Board of Intermediate and Secondary 





Education (1991)

Technical Summary:

Computer Courses:
MS Office, Windows 95, 98, 2000, XP, Vista, Windows 7, 8.1 etc.
Summary of Qualifications as Medical Transcriptionist:

· More than fourteen years experience as Medical Transcriptionist/Quality Control Editor/Proof Reader.
· Great typing skills of not less than 65 wpm.
· Deep knowledge of medical terminology, anatomy and physiology, and the various medical specialties as required in areas of responsibility.
· Excellent communication skills (both verbal and written) necessary to perform the essential functions of the position (including but not limited to English usage, grammar, punctuation, and sentence structure).
· Ability to work and communicate in a positive and cooperative manner with management and supervisory staff, medical staff, co-workers and other healthcare personnel and patients and their families when providing information and services, seeking assistance and clarification and resolving problems.
· Uncommon ability to understand diverse accents and dialects and varying dictation styles.
· Thorough knowledge of medical transcription guidelines and practices and ability to use designated reference materials.
· Strong ability to operate designated word processing (e.g., PC, word processing and other software), dictation, transcription equipment, and other equipment as specified for the department's needs.
Summary of Qualifications as Medical Billing Associate:

· More than five years experience as a Medical Billing Associate.

· Extremely knowledgeable with regard to Medical Coding guidelines and coding techniques (ICD-9/ICD-10)

· Handle the tasks of preparing and entering billing information of patient in an accurate manner.

· Proficient in physician coding, inpatient hospital coding, outpatient coding, and facility coding.

· Strong knowledge of Anatomy & Physiology, Advanced Medical Terminology, Psychology, and Pharmacology.

· Very efficient in Microsoft Office Software, including Word, Excel and Powerpoint,

· Effective communication and interpersonal skills.

· Responsible for interacting with various insurance companies regarding claim issues, eligibility requests and authorization reviews on phone.

· Perform the tasks of verifying patient eligibility using insurance websites.

· Handling the process of setting-up new client in the system.

· Hold regular meeting with executive to review medical billing activity.

· Assisting in medical chart coding using ICD-9 / ICD 10, processing medical claims, Medical Coding and Billing and data entry of medical bills.
Professional Experience:
Organization:

SRCT Inc. (EMBESCO L.L.C.)
Duration:


February 2010 to date

Responsibilities:
Medical Coder / Medical Billing Associate

· Perform outpatient coding for medical centers located in Kissimmee, Florida

· Code medical records with ICD-9, CPT-4, and HCPCS Level II coding, processing 60 to 90 claims daily while maintaining 95% accuracy and achieving productivity goals.

· Duties also include handling wide variety of medical claims including Internal Medicine, Primary Care, Radiology, Diagnostic Testing and E&M.

· Always comply with HIPAA regulations, coding guidelines and CMS policies.

Organization:

SRCT Inc. (EMBESCO L.L.C.)
Duration:


Year 2003 to Date

Responsibilities:
Quality Controller (Medical Transcription).

Editing/ Proofreading/ Support.

· Transcribe and edit recorded or written material, including operative reports, discharge summaries, patient history and examinations, physician letters and notes, and pharmacy, rehabilitation, autopsy, and x-ray reports.
· Collect statistical data to analyze departmental productivity.
· Oversee daily activities of department to optimize productivity and quality of work.
· Verify accuracy of patient information such as name and identification number; verify accuracy of transcription for correct punctuation, grammar, and spelling.
· Respond to inquiries for release of medical information, ensuring that legal requirements are followed and proper consent has been obtained.
· Maintain logs of medical procedures, incoming dictation, and transcription records.
· Follow established departmental policies, procedures, and objectives, continuous quality improvement objectives, and safety, environmental, and infection control standards.
· Distribute and collect dictation and transcribed reports; follow up on physicians' missing and late dictation.
· Ensure strict confidentiality of financial records.
· Maintain disk and disk backup system; order supplies and report equipment operational problems.
Organization:

Multisoft (Pvt.) Ltd. (Islamabad)
Duration:


2001 to 2003

Responsibilities:

Medical Transcriptionist.

Professional Qualification:

Organization:

Fauji Software Company Limited 
Duration:


Two Months Certification as a Medical Transcriptionist.

Internship:


Allied Bank Limited
Duration:


Three Months

Interests:


Web Surfing, Cricket & Music.

