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	Mia 
                                 


Professional Overview:

Result-driven, proactive, resourceful with motivation to perform beyond expectations, administrative professional with 6+ years.
Reliable and competent Insurance Officer with exceptional customer service skills, with refined technological skills, data handling, analytical abilities and problem solving skills.

Energetic, results oriented team player eager to bring my strong administrative skills to a growing company who needs top level support.

Core Accomplishments:

Operations

· Collaborated with Insurance/Pharmacy/IT department to ensure smooth work flow and efficient organization operations.

Research

· Investigated and analyzed patient complaints to identify and resolve issues.

Multitasking

· Demonstrated proficiencies in telephone, email, claims within high-volume environment.

Administration

· Performs administration tasks such as answering multiple phone lines, transferred calls to corresponding departments, developing spreadsheets, photocopying and scanning documents for inter-departamental use, check patient records and billed accordingly.

Customer Service

· Handled patients effectively by identifying needs approaching complex situations and resolving problems to maximize efficiency.
Work Experience:
2 August 2015 – Up to present


Insurance Coordinator 
Management






              
Dubai, United Arab Emirates
· Coordinate with the client's Insurance staff of the same department and other related departments for smooth running of Insurance operations. 

· Ensuring coverage of claims, guiding staff for correct usage of claim forms, liaise with the pre-approvals team by raising queries and request with Accumed’s centralized Pre Approval support unit. Explaining coverage of medical benefits to the staff and  patients when required
· Raise queries/concerns regarding medical, prescriptions, Insurance or coding related issues to Accumed back office specialized teams and revert within acceptable timeframe with clear answers.
2 June 2013 – July 2015


Data Entry Clerk
Management







Dubai, United Arab Emirates

· Prepares source data for computer entry by compiling and sorting information; establishing entry priorities.

· Processes customer and account source documents by reviewing data for deficiencies; resolving discrepancies by using standard procedures or returning incomplete documents to the team leader for resolution.

· Enters customer and account data by inputting alphabetic and numeric information on keyboard or optical scanner according to screen format.

· Maintains data entry requirements by following data program techniques and procedures.

· Verifies entered customer and account data by reviewing, correcting, deleting, or reentering data; combining data from both systems when account information is incomplete; purging files to eliminate duplication of data.

· Tests customer and account system changes and upgrades by inputting new data; reviewing output. Maintains customer confidence and protects operations by keeping information confidential.
· Secures information by completing data base backups.

· Maintains operations by following policies and procedures; reporting needed changes.

· Contributes to team effort by accomplishing related results as needed.
Achievements:
July 2015, Chosen as Insurance coordinator to assist client for smooth running of Insurance operations; 

Received a Certificate of Appreciation in recognition of valuable contribution & performance for the month of October 2014

December 2013, chosen as Temporary Admin Executive to assist the company in day to day activities.
February 2010 – February 8, 2013


Insurance Officer
Specialized Medical Care Hospital




Al Ain, United Arab Emirates

· Preparing submission of various statements related to insurance such as invoicing and billing after compilation of data. 
· To liase with insurance companies regarding eligibility, payments, approvals, reconciliation and other requirements
· Reviewing insurance procedures and policies to determine appropriate coverage and limits. Examine claims to obtain information and its completeness by preparing and reviewing the reports and request forms depending on the examinations which the patient had undergone. Checking Inpatient discharge statements. Ensure compliance with claims deadlines.

· Provide administrative/secretarial support for Insurance Department such as answering telephone calls, sending approvals for medical thru email, assisting patients, resolving and referring a range of administrative problems and inquiries about health insurance. 
Achievements:
Successfully processed hundreds of claims, including approving and processing claims payments.

Temporary assigned as IT Staff

Temporary assigned as Team Secretary for Joint Commission International (JCI)
July 2007 – August 6, 2009





Claims Officer


Dammam Medical Dispensary




           Kingdom of Saudi Arabia

· Manage, prepare and assess claims

· Ensure claims are settled in accordance with policy and company guidelines

· Deny claims where applicable

· Apply creative problem-solving to selected claims, while adhering to policy definitions and regulations

· Handle claims electronically on in-house data management system

· Thorough documentation and general office administration
Achievements:

Consistently exceeded monthly claims processing KPIs by at least 20% since starting in 2008
Successfully processed hundreds of claims, including approving and processing claims payments

July 2005 – March 2007





Quality Controller Officer





Boardtek Electronics 




     
         Taiwan, Republic of China
· Provide quality checking of PCB (Printed Circuit Board) properly through 3D program and manual checking. Responsible in reducing the hazardous substances in the product to satisfy customer and marketing requirement.
Achievement:
Chosen to be the QC for Substrates CMOS Sensor, Flash and LED

Education:

Lyceum of the Philippines, March 2001

Manila, Philippines
Bachelor of Science in Computer Science

(A Leading University with International Certification located within Historic Intramuros)

Personal Data
Date of Birth: November 25, 1980 

Visa Status: Residence Visa

Citizenship   : Filipino



Status       : Single

Computer Skills:

 In-depth knowledge of:

· Operating Systems: Windows 98, Windows 2000, Windows ME, Windows XP, Windows Vista, Unix, MS Dos
· Programming Language: Pascal, Turbo Pascal, C, C++, Java
· Graphic Tools: AutoCAD, Adobe Photoshop, Macromedia Flash, Adobe PageMaker, 
· HTML Editing Tools: Microsoft Front Page
· Office Package: Microsoft Word, Microsoft Excel, Microsoft Access, Microsoft PowerPoint, Microsoft Outlook Express
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