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Date of Birth
: September 04, 1973
Status

: Married
Citizenship
: Filipino

Visa Status
: Residence (Husband’s visa)
Email          : LEAH.334372@2freemail.com 

CAREER OBJECTIVE
To be able to impart my knowledge in my chosen field and be of service to a company where I can enhance my talent.


PROFESSIONAL CAREER
May 22, 2006 to April 30, 2016 (9 years and 11 months)
Responsibilities:
Patient Access Representative
· Answering telephone calls, transferring calls to the appropriate parties and also taking down requests for appointments.
· Schedules appointments and enters appointment date and time into computerized scheduler with a high rate of accuracy.

· Provides exemplary customer service; treats patients and coworkers with courtesy and discretion. Greets and directs patients, salespeople, and visitors.
· Registers patients by verifying that patient’s record is up to date and accurate. Makes appropriate changes in computer system.

· Enters confidential personal health information and financial information into computerized system with a high rate of accuracy. Complies with hospital policy in ensuring patient privacy.
· Preparing all admission papers needed by the patient (claim, admission forms, etc.)

· Obtains pre-approval for treatment through OpenJet system and ensures accurate patient’s information.
· Checks the status of the pre-approval of the patient to the insurance company.
· Relays information between patients and other staff members, and provides them with updates as needed.

· Checking and reviewing the approved procedures codes from the Insurance Company, with the facility coders and the service points
Clerk
· Ensuring smooth flow of information within the department by sorting and distributing mail while maintaining confidentiality.
· Managing and maintaining office equipment, including postage machine, printers, fax and photocopier.
· Providing data entry support to ensure the upkeep and maintenance of the database as per the system being used.
· Organizing and maintaining the physical filing system, if applicable; including repair of file folders when they become damaged, maintenance of a log of the file movements and ensuring that the filing room is kept tidy.
· Demonstrating customer focus when interacting with internal or external customers of the facility.
· Collaborating with other members of the team to carry out work smoothly.
· Maintaining positive and effective working relationships within the department and also with other department within the facility.
· Performing any other duties as may be assigned relevant to the basic responsibilities of the role.
· Ordering stationary and consumable items needed in the department.

· Summarizes a monthly and annual statistical report.
· Dealing with all the facility maintenance requirements for the department.
· Updating the Policies, Procedure and Guidelines of the department.

BAYAN TELECOMMUNICATIONS
Manila, Philippines 
August 1996 – March 1, 2003 (6 years and 7 months)
Responsibilities:
Specialist for Plant Operations Department
· Dispatch service orders for phone installation to the contractors.
· Providing effective customer assistance such as subscriber’s telephone features usage and telephone service problems and complaints.
· Responsible for service order processing and updating.
· Summarizes a monthly and annual statistical report.
· Handles inquiries and customer complaints.
· Troubleshoots telephone line.
· Assisting clients regarding service inquiries.

EDUCATION

Bachelor of Science in Nursing
Ago Medical and Educational Center 

Legazpi City, Philippines

1991-1995

Secondary Education




University of Santa Isabel



Naga City, Philippines

1987-1991
Elementary Education




University of Santa Isabel



Naga City, Philippines

1981-1987

SEMINARS and TRAININGS ATTENDED:

· ICD-9-CM and CPT Training sessions – Tawam Dental Center  


August 15 – November 2012

· Clinical Coding Seminar: “ICD-10-CM and PCS Coding”                                                         HAAD – Abu Dhabi, November 21, 2012

· Clinical Coding Seminar: “Inpatient Evaluation & Management (E & M) Codes”                                                        HAAD – Abu Dhabi, September 19, 2012

· Clinical Coding Seminar: “Neoplasms- Treatment & Coding”                                              HAAD – Abu Dhabi, May 23, 2012

· Clinical Coding Seminar: “New 2011 CPT and ICD-9-CM Codes”                                              HAAD – Abu Dhabi, May 16, 2012

· Basic Arabic Language Course – Tawam Hospital

August – September 7, 2011
· ICD-9-CM and CPT Training sessions – Tawam Dental Center  

May 20 – November 2010

· Effective Presentation Skills – Tawam Hospital 

March 26-28, 2007

· Basic Computer Course (MS Word, Excel and Powerpoint) - Tawam Hospital

February 25 – March 5, 2008

SKILLS: 

· Basic knowledge of medical terminology, insurance, hospital operations 
· Ability to demonstrate genuine concern for patients and patient satisfaction

· Proficient in the use of computer, electronic and other software applications
· Adaptable to a changing and dynamic environment
· Effective Communication - both orally and in writing
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