[image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!




Contact HR Consultant for CV No:339482 

E-mail: response@gulfjobseekers.com
Website: http://www.gulfjobseeker.com/employer/cvdatabasepaid.php 
EDUCATIONAL BACKGROUND

Elementary  





              Year [From] - [To]



School: St. John’s Academy



 
1996 - 2002

Address:  San Juan, Philippines




Secondary 


School:  St. John’s Academy


 

2002 - 2006

Address:  San Juan, Philippines

College


Course:  Bachelor of Science in Nursing



2006 - 2010

School:  Arellano University





Address:  Manila, Philippines 

EMPLOYMENT HISTORY

Position:
Medical Transcriptionist/Data Entry Clerk
Company:
Via Technology

Address:
Jumeirah Lakes Towers, Dubai, UAE

Date:

February 2016 – Up to Present

Job Description / Duties and Responsibilities:

· Transcribe dictated reports in printed or electronic form for physicians' review, signature, and corrections, and for inclusion in patients' medical records.

· Produce medical reports, correspondence, records, patient-care information, statistics, medical research, and administrative material.

· Perform data entry and data retrieval services, providing data for inclusion in medical records and for transmission to physicians.

· Identify mistakes in reports, and check with doctors to obtain the correct information.
· Coordinate with healthcare staff regarding status of report through phone or email correspondence.
Position:
Medical Claims Specialist/Medical Transcriptionist
Company:
Cognizant Technology Solutions
Address:
Makati, Philippines

Date:

October 2013 – February 2016 

Job Description / Duties and Responsibilities: 
· Review, approve or deny pre-certification requests to check for medical necessity.
· Coordinate with insurance carriers and other healthcare professionals through phone or email correspondence.
· Assist clients with eligibility and benefit coverage questions.

· Ensure proper ICD and CPT codes are used for proper billing.
· Transcribe dictated reports in printed or electronic form for physicians' review, signature, and corrections, and for inclusion in patients' medical records.

· Produce medical reports, correspondence, records, patient-care information, statistics, medical research, and administrative material.

· Perform data entry and data retrieval services, providing data for inclusion in medical records and for transmission to physicians.

· Identify mistakes in reports, and check with doctors to obtain the correct information.

Position:
Medical Language Specialist

Company:
MxSecure Philippines, Inc.
Address:
Muntinlupa, Philippines

Date:

October 2012 – April 2013

Job Description / Duties and Responsibilities: 

· Transcribe dictated reports in printed or electronic form for physicians' review, signature, and corrections, and for inclusion in patients' medical records.

· Produce medical reports, correspondence, records, patient-care information, statistics, medical research, and administrative material.

· Perform data entry and data retrieval services, providing data for inclusion in medical records and for transmission to physicians.

· Identify mistakes in reports, and check with doctors to obtain the correct information.

Position:
Medical Transcriptionist

Company:
Summit Technologies, Inc.
Address:
Pasig, Philippines
Date:

March 2011 – August 2012

Job Description / Duties and Responsibilities:

· Transcribe dictated reports in printed or electronic form for physicians' review, signature, and corrections, and for inclusion in patients' medical records.

· Produce medical reports, correspondence, records, patient-care information, statistics, medical research, and administrative material.

· Perform data entry and data retrieval services, providing data for inclusion in medical records and for transmission to physicians.

· Identify mistakes in reports, and check with doctors to obtain the correct information.

SPECIAL SKILLS

· Registered Nurse since 2010.

· holder to National Certificate (NC) II in MEDICAL TRANSCRIPTION/Medical Office Assistant Diploma.
· Typing speed of 60-65 wpm.
· Thorough knowledge of Book of Style, medical transcription guidelines, and ability to use designated reference materials.

· Deep knowledge of medical terminology, anatomy and physiology, and the various medical specialties as required in areas of responsibility.

· Excellent auditory, keyboarding, verbal, and written skills.

· Proficient in MS Office Suite.

· Demonstrated ability to log all notes and follow up information accurately.

· Understands new concepts easily – Quick learner.

· Fully aware of all laws & regulations regarding data protection.

· Ability to work with minimum supervision in a busy environment.

· Able to do repetitive tasks accurately over long periods of time.

· Familiarity in ICD9, ICD10, and CPT coding
