[image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!



Pradeepa 

CAREER OBJECTIVE 

To take a suitable position in a reputable organization where, I will be given the responsibilities and the opportunity to utilize my strengths, knowledge and experiences in Medical Insurance, Nursing and Administration for optimum growth in the organization as well strong professional career.
PROFILE
· People Oriented Person

· Result Oriented and willing to accept responsibility 

· Excellent communication and inter personal relationship skill

· Team player with clinical and community exposure, 

· Ability to communicate with people from diverse backgrounds

· Efficient and effective in time management

· Ability to perform multiple tasks

· Dynamic individual with the objective to achieve higher goals while enjoying the work in a team atmosphere with all possible and positive contributions to the team.

CAREER HISTORY 

Sr. Insurance Coordinator, Sharjha, UAE( Feb, 2016 to present )
· Pioneer staff
· Provide expert advice on various insurance policies and coverage to external and internal clients.
· Coordinating with Dep of HR and Medical Affairs for arranging all basic documents in order to initiate contracting with insurance companies.

· Prospective insurance companies identified, agreements reviewed, selection made and contracts awarded.

· Insurance policies implemented after agreement signed.

· In charge of training newly appointed receptionists/ cashiers / nurses how to deal with all the direct billing insurance patients and reimbursement.

· In charge of making sure that all the staffs (nurses, doctors, and customer service dep) are implementing and following all the insurance rules and laws and documentation.
· Implementation of insurance guidelines in billing,documentation in medical records to minimize the risk of denial and late payments. 
· Distribute Insurance related updates to all concerned areas.
· Maintain duty roster for the insurance department.

· Act as a source of information on insurance matters to patient and ensures that all patient queries on insurance matters are attended to, resolved and escalated, if required.
· Resource management meeting.
Insurance Coordinator –Dr Sulaiman Al Habib Medical Group- Health Care City, Dubai,UAE ( August, 2013 to Jan, 2016)
· Ensure all necessary supporting documentationisavailable to obtaintimelyapproval.

· Ensures that cost estimates are accurately prepared for all services based on the CPT/ICD and HCPCS, billing guidelines and Dr. Sulaiman Al Habib Hospital guidelines in the appropriate time required.

· Responsible for the review of pre-approvals and distribution to departments on a timely basis.

· Responsible for the accuracy of inputs on variousinsurancepolicies and coveragedetails.

· Responsible for the maintenance and completion of the approval log.

· Ensures that all pending cases are reviewed and followed up on a daily basis.

· Ensures on time coordination withexternal and internal clients for additional information needed for approvals.

· Ensure appropriate review of bills and statements as per the Medical Necessity requirements before sending out to insurance companies to reduce risks of denial.

· Performs concurrent review of records / claims forms to verifyproper documentation of principle diagnosis and secondary diagnoses including conditions qualifying as complications/co-morbidities, and major complications and co-morbidities based on the coding guidelines.

· Act as a source of information on insurance matters to patient and ensures that all patient queries on insurance matters are attended to, resolved and escalated, if required.
· Coordinating with Network Dept. - Insurance Companies on Inclusion of newly added doctors & Procedures.
· Contact Insurance Companies for verbal approval for necessary cases.
· Coordinating directly with the doctors involved should there be any query from the insurance company relating to the approval process
· Screening of daily claims for submission & handling re-submissions.
· Process assigned claims for submission/ resubmission within time frame with high quality and proper documentation.
· Identify unusual denials and medical report requests and contact the Insurance companies for further discussion
· Submit claims as physically and through online portal ( e-claim )   
· Checking proper matching between ICD 10 and CPT codes. 
· Ensure excellent delivery of insurance services by leading/guiding the team, updating & improving the quality of work in the department.
· Resolve patient complaints related to Insurance Coverage.
Other responsibilities

· Assistant supervisor of outpatient department.
· In-charge for the daily follow-up

· Maintain duty roster for the staff

· Provide weekly and monthly report (business & staff performance) of the insurance department to the management.

· Train the newly joined staff.
Staff Nurse & Health Administrator - MAS Bodyline Private Limited, Sri Lanka 

Under HR & Administration department 




(2011 – 2012)

· Handled challenging emergency medical situations.

· Handled the communication channel between workplace and hospital during the emergencies.

· Arranging and scheduling doctor’s visits & issuing prescribed drugs.

· Arranging and scheduling medical tests for new recruitments. 

· Handling claims; ETF medical claims, (S grade / E grade / M grade) Personnel accident claims and compensations.  

· Planning and budgeting for annual expenditures and events.

· Handling internal relationships (Funeral donation and “Athwela” medical fund / Exit Interviews / Leave Recommendations / Dealing with suppliers & partners and associates)

· Keeping maternity details records for company employees.

· Analyzing and generating reports on Ailments, Infectious diseases & work accident details.

· Conducting & Coordinating Health education programme, Safety Training, Counseling Programs, First Aids programme and 6S programme.

· Carrying out processes and procedures; Waste management, Infection control, grievance Handling.

· Handling SAP system for Raising Purchasing Request for pharmaceutical and medical requirements / Update Inventory System/ Checking Expiry date /Counting stock

· Organizing company events; “Women Go Beyond” program, Family day, New Year Celebration, Annual trip.

· Audits (Exposure with International Standards of NIKE & Victoria Secrets / MAS Operating System audits / WRAP audits)

· Accident Investigations.

· Handling personnel files and generating reports.

· Working effectively with the production team to minimize absenteeism and turn over.
EDUCATION
1) B.Sc. in Nursing (Special) 4 yearsFaculty of Medical Sciences, University of Sri Jayewardenepura. Sri Lanka.

(Graduated in April 2011)
             with strong clinical and community exposure in
· Colombo South Teaching Hospital, 
· Sri Jayewardenepura General Hospital, 
· Colombo National Hospital, 
· Cancer Hospital,Sri Lanka

· National Institute of Mental Health 
· Boralesgamuwa Medical Officer of Health area ( Community )
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1st Year Subjects

· Anatomy

· Physiology

· Biochemistry

2nd Year Subjects

· Microbiology

· Parasitology

· Pathology

· Pharmacology
3rd Year Subjects

· Pharmacology

· Dietetics and Nutrition

· Research and Statistics

4th Year Subjects

· Child Health and Maternal Health Nursing

· Management in Nursing

· Community Nursing II

Final Year Project

Evaluation of knowledge, attitudes and practices of care givers, on home-based Psychosocial care of 3-5 years old children in Ingiriya Medical Officer of Health area.
2) CPC + Billing  (American Academy of Professional Coder )- Reading August, 2016
· CPT

· ICD 10

· HCPCS

3) General Certificate of Education (G.C.E) Bio Science Stream ( Biology/ Chemistry/Physics )– Advance Level, Year 2003. 

Taxila Central College – Horana- Sri Lanka

4) General Certificate of Education (G.C.E) – Ordinary Level, Year 2000.
Taxila Central College – Horana- Sri Lanka
 SKILLS
· Knowledge of medical terminologies

· Experience in Hospital Information Systems e.g. Vida ,Terriac systems other soft ware: e-claimer
· Proficient in computers i.e. Outlook, Power point, Excel and Word
· Proficient in health-care and medical insurance policies
· Knowledge of ICD 10 and CPT Coding.
· Customer Service
AWARDS
2002 - High Distinction, Australian National Chemistry Quiz (Royal Australian Chemical Institute) – Senior Division.

MEMBERSHIPS
· Member - Graduate Nurses Foundation, Sri Lanka.

· Certified Nurse - CeylonMedicalCollege Council.

PERSONAL INFORMATION
Date of Birth: 10/03/1984


Nationality: Sri Lankan


Marital Status: Married

Visa Type: Residence Visa (Husband Sponsor)

Psychology


Sociology


Fundamental of Nursing








Adult Nursing (Surgical and Medical)


Community Nursing I


Communication skills


Teaching and Learning








Psychiatric Nursing


Adult Nursing (Surgical and Medical)








Midwifery


Ethics, Trends and Issues in Nursing
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