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E-MAIL
Laarni.343785@2freemail.com 
ADDRESS
Abu Dhabi, UAE

PERSONAL DATA
D.O.B.         :March 31, 1990
Sex              : Female

Nationality  : Filipino

Status         :  Married 
Religion     :  Islam  

LANGUAGES KNOWN
English & Tagalog 


	OBJECTIVE
To become part of a prestigious and reputable company that provides excellent service satisfaction to share my skills and knowledge in helping the organization meet its goals and objectives.

CORE COMPETENCIES 
A highly motivated individual with good communication, clerical, secretarial administrative and interpersonal skills. With more than 7 years of professional experience. Proficient on Microsoft office. 
PROFESSIONAL EXPERIENCE 

AL NOOR SPECIALITY CLINIC (Musaffah) AL NOOR HOSPITALS GROUP
Position: Insurance Assistant

March 2016 – Present 

Duties & Responsibilities:
· Receives medical and procedure requests for approval via Electronic Health Insurance Tracking System (EHITS) sent by Doctors from respective clinics. 
· Send and processed requests via E-Fax, E-Mail and Facsimile Machines to respective Health Insurance as per policy respectively. 
· Update and assess the received approvals from each insurance company and upload in EHITS. 
· Coordinate with all insurance companies via email, telephone calls and other means of correspondence regarding requests status, revision, discrepancy or extension.
· Coordinate with all the doctors, doctors who have privilege to do procedures in Al Noor Hospitals, auxiliaries/nurses, patient services officers and the Admission department regarding the requirements of submission and additional documents to be added for the fast processing of the request. 
· Report to Insurance Manager about the status and complicated cases that are needed to be decided by the management. 
· Receive phone calls and provide appropriate answers to the queries from doctors, nurses, outside hospitals and patients. 

· Coordinate with all the doctors and nurses for getting reports and required documents for resubmitting rejected claims.

GENERAL SANTOS CITY HOSPITAL SERVICES 
DEPARTMENT 
Position: In-Patient Medical Billing Clerk
April 2011 –December 2015 (4 years and 8 months) 
Duties & Responsibilities:

· Prepares Hospital billing statement as per insurance policy (Philippine Health Insurance and Coco Health and Life Insurance Pvt.)
· Encodes and prepares summary of discharged patients. 

· Records/posts payment on promissory note and maintains accounts receivables of patients.

· Maintains work operations by following policies and procedures; reporting compliance issues.

· Maintains quality billing results by following hospital standards.

· Protects hospital's value by keeping collection, billing statement, medical record information confidential.

· Updates job knowledge by participating in educational opportunities.

· Serves and protects the hospital community by adhering to professional standards, hospital policies and procedures as per local requirements.



EDUCATIONAL

Diploma on COMPUTER SECRETARIAL – Graduate 
DONA LOURDES INSTITUTE OF TECHNOLOGY 
General Santos City Philippines 
Year 2008
ELIGIBILITY/ CERTIFICATION  

· PC OPERATIONS NC II 

General Santos City, Philippines

May 26, 2008

· BASIC ORIENTATION TO PHIL HEALTH IMPLEMENTING GUIDELINES ON MEDICAL AND PROCEDURE CASE RATES FOR HEALTH PROVIDERS 

General Santos City, Philippines

April 22, 2015 

· ACCOUNTING FOR NON-ACCOUNTANT

General Santos City, Philippines 

September 2007
SKILLS 
· Advanced Communicate clearly and concisely, both orally and in writing.

· Proficient on Microsoft Office Applications. Proficient on the Internet and E-mail Applications.

· Adapt to changing technologies and learn functionality of new equipment and systems.

· Able to plan and organize work to meet changing priorities and deadlines.

· Can work independently and collaboratively.

· Has an outstanding Leadership, strong sense of Responsibility and work ethics.

· Establish and maintain rapport, credibility, and working relationships with those contacted in the course of work.

· Able to work under pressure with less supervision[image: image2.png]
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