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PAULA
PAULA.333672@2freemail.com  

PERSONAL DATA:

Age: 28 

Date of Birth: December 07, 1988 

Gender: Female 

Civil Status: Single

Nationality: Filipino
OBJECTIVE: 


Motivated, competent, and detail oriented with strong organizational and interpersonal skills committed to provide quality patient care, staff development and family support.

CORE QUALIFICATIONS:

· Knowledgeable and proficient in ICD-9 & ICD-10, CPT and HCPS coding.

· Provided administrative support to physicians and interpret medical reports and data to assign ICD-9 and ICD-10 codes; enter diagnosis codes and patient information into billing software.

· Performed different nursing procedures in Out Patient Department (OPD), Medical/Surgical, Pediatric, OB/GYN, ICU, OR, emergency room nursing, Ophthalmology Department. 

· Hardworking, flexible and energetic, can adapt easily to change in environment and work schedule. Reliable and responsible to assigned task.

· Excellent interpersonal and communication skills (especially in English)

· Progressive six years of professional experience in providing patient care in a renowned organization

· Comprehensive knowledge of medical terminology, medical billing form and health care practices

· Possess superior communication with excellent customer service skills

· Attention to detail with good organizational and time management skills

· Knowledge of basic computer applications with good problem solving skills(Microsoft Excel, Word, PowerPoint)

· Strong computer knowledge with an ability to handle tasks under stress

· Ability to prioritize tasks and meet deadlines

WORKING EXPERIENCE:   


Designation: Registered Nurse
Duration:  December 16, 2014 – Present

Organization: Royal Spanish Center Lasik, Eye & Cosmetic
Registered Nurse Duties and Responsibilities

Cases: Lasik, Intralasik, Photorefractive Keratectomy(PRK), Femtolasik, Small Incision Lenticule Extraction (SMILE), Intracorneal Ring (ICR), Intracorneal Lens (ICL), Phakic Intraoccular Lens implant (IOL), Cataract extraction, Glaucoma, Squint, Strabismus, Cross linking for Keratoconus, Yag laser, Argon laser, Fundus Fluorescein Angiography (FFA), Ptosis, Pteryguim, Chalazion, Puffiness, and other eye related problems.

· Work directly with patients and their families

· Record patients’ health histories and symptoms

· Perform frequent patient evaluations, including monitoring and tracking vital signs 

· Perform procedures such Fundus Fluorescein Angiography, Perimeter Testing, Optical Coherence Tomography, Fundus Photography, AL-Scanning Biometry & IOL Calculation, Cell-count Monitoring (Eye) and performs diagnostic tests and analyze results.

· Operate medical equipment and administers treatment and medications.

· Assisting in Lasik Surgery such as Lasik, Intralasik, Photorefractive Keratectomy(PRK), Femtolasik, Small Incision Lenticule Extraction (SMILE)
· Develop the day-to-day nursing care plans and evaluate the daily progress of the patient.

· Teach patients and their families on post-operative management and use of medications.
· Provided administrative support to physicians and interpret medical reports and data to assign ICD-9 and ICD-10 codes; enter diagnosis codes and patient information into billing software.

Designation: HAAD Licensing Head Officer      

Duration:  December 16, 2014 – Present

Organization:  Royal Spanish Center Lasik, Eye & Cosmetic
HAAD Licensing Head Officer Duties and Responsibilities 

·  Handle the entire Health Authority of Abu Dhabi (HAAD) process including Health Professional Licensing; Credentialing, and Examination;\
· Keeping track of the HAAD license status for all healthcare professionals;
· Initiate communication with healthcare professionals for timely submission of necessary documents;
· Interpret, assist and advise applicants regarding Dataflow and HAAD requirements within the specified guidelines;
· Coordinate with the healthcare professionals using proper communication channel for timely processing of documents prior to expiry and update them regularly about the status of license renewal;
· Prepare and submit reports with valid and “in-process of renewal” licenses and updating the HR Manager and departmental managers;
· Liaises with Talent Acquisition and PRO to collect all the required documents for the credentialing process;
· Supporting managers in managing and working with Talent Acquisition;
· Develop and maintain solid relations within the health authority (regular visits to their facility to follow up on new and pending applications);
· Act as a company representative in HAAD conferences;
· Report to the concerned Head of the Dept. and the Hospital CEO regularly about the status of the HAAD license and any potential risk in this matter;
· Adhere to the Hospital policies and the department policies in general;
· Maintain professional confidentiality at all times;
· Be actively involved in the quality improvement activities within the HR Department; Act as a company representative in HAAD conferences; 
Designation: Medical Claims Processor      

Duration:  March 16, 2014 – December 15, 2014

Organization:  Al Dhafra Insurance Company P.S.C.
Medical Claims Processor Duties and Responsibilities 

· Authenticated the information on all medical claims received

· Reviewed and made sure that there is no omitted information

· Answered inquiries form providers on the subject of claim, eligibility, covered benefits and approval status issues

· Kept thorough records of claims and followed up on dropped cases

· Entered claims into computer utilizing knowledge of CPT, ICD-9 codes and medical terminology

· Read and assessed medical documents

· Managed and processed insurance claims

Designation:  Staff Nurse (OPD/Medical/Surgical/OB/OR)/ Patient Service Associate        

Duration: December 2010 – September 2013
Organization: Immaculate Concepcion Polyclinic & Hospital at Green Village, Concepcion, Tarlac 

Staff Nurse Duties and Responsibilities:

· Work directly with patients and their families

· Record patients’ health histories and symptoms

· Perform frequent patient evaluations, including monitoring and tracking vital signs 

· Perform procedures such as IV placement  and performs diagnostic tests and analyze results

· Operate medical equipment and administers treatment and medications

· Develop the day-to-day nursing care plans and evaluate the daily progress of the patient.

· Teach patients and their families how to manage their illness or injury, including post-treatment home care needs, diet and exercise programs, and self-administration of medication and physical therapy.

Patient Service Associate Duties and Responsibilities:

· Greeted and directed patients to appointments. 

· Prepared the daily clinic schedule and updated the physicians’ schedules.

· Interfaced with the different departments by receiving and directing patient questions to appropriate staff. 

· Provided clinic assistance during consultations and procedures. 

· Managed and provided appointment, billing services and handled inquiries.  

EDUCATION:
Highest Education:



Course: Bachelor Science in Nursing



School/University: Holy Angel University  



Date: June 2006 - Apr 2010

Secondary School:

Systems Plus College Foundation

A.Y. 2003-2005

Roosevelt College Rodriguez

A.Y. 2001-2003

CREDENTIALS:

Health Authority of Abu Dhabi Professional License
Valid till March 7, 2018

Abu Dhabi, UAE
Dubai Health Authorization Professional License 

Valid till December 20, 2016
Dubai, UAE
Health Authority of Abu Dhabi ICD 10 Training Workshop

November 6-7, 2016

HAAD Head Quarters

Certified Professional Coder (CPC) Complete Training Course 

ICD -9 and ICD 10, CPT and HCPCS code
December 2015 – March 2016

Accord Research Group

Driving License
Issue Date: 08/02/2016

Expiry Date: 07/02/2016
Philippine Nursing Licensure Examination

Valid until December 7, 2016
Basic Life Support

Issue Date: 07-2015 

Date of Renewal: 07-2017

Safety First Medical Services

American Heart Association

Abu Dhabi, UAE
Infection Control Course

Issue Date: 31/03/2016
Safety First Medical Services

American Heart Association

Abu Dhabi, UAE
ORGANIZATION:

Philippine Nurses Association




