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 Dedicated customer service & Billing professional with 9+ years of experience in healthcare and service industry. Consistently achieve record-high customer satisfaction rankings, patient coordination, cash handling and customer feedbacks. 

Area of Expertise

	Coordination with the international clients and patients 
	Preparing Outpatient & Inpatient Billing, Query Handling and 
	Facilitate corporate tie-ups for both Inpatient & Outpatient, Health Check-ups, health Camps etc. 



 Professional Experience 
·  Currently working in Medeor 24 X 7 Hospital, Dubai as Billing Executive OP and IP billing from April  2015 till date. Medeor 24x7 Hospital is a premium multispecialty hospital that offers the highest level of medical excellence alongside impeccable standards for patient care. This 70 bed hospital offers all major specialties and is well complemented by Centers of Excellence such as Mother & Child Care, Urology, Gastroenterology and Laparoscopic surgery. 

Key Responsibilities: 
· Managing the Out Patient and In patients operations. 

· Coordination with the insurance companies for the insurance approvals in ER. 

· Make sure that the billing for OPD patients is completed in the given TAT 
· To prepare and verify the out patient/Inpatient bills.
· Generates of timely and accurate bills receipts, invoice and refunds as per Hospital Policy
· Maintaining the patients feedback and strive for the betterment in lags. 

· Facilitates the Healthcare Camps and Events organized by the Marketing. 

· To train the new members in Billing team about the process and flow of registration and Billing. 

· Admit and collect amount of all Inpatients and maintain the record in SAP of the same on daily bases. 
· Query handling for all Email queries from patients. 

· Handling of Petty cash and allocate the same in the team. 

· Maintenance of Insurance copies in a SAP software.

· Obtained financial/Admission consent from patient/legal guardian.

Worked with Bhandari Hospital & Research Centre Indore(MP) as Billing Officer and

Customer Care for in Patient Care Services from October 2009 to Jun 2014. 
Key Responsibilities: 
· Worked as a officer to provide successful multitasking support to the organization for achieve organizational goals and meet to deadline. 
· Prepared monthly and yearly cash flow statement, credit statement, due statement in computer with Excel Sheet. 

· Guided to new join staff for maintain important insurance claim paper, Government referrals.
· Handled inward and outward courier/mails for claimed and e-claimed files, fax copies, E-mail and also listed it in excel work sheet.  Maintain back year performance for future strategy as such claim planning, claim Organizing, claim Controlling.   
· Solve sensitive financial customer/ patient related issues and I also handled affective communication at/to all levels of the organization to resolve the disputes. 
· Coordinate between patient attended and doctor for any current and further assistance & procedure plan.
· Preparing Billing for Discharge patient and quick submit to patient’s organization, Medical claim department and other department with covering letter and other necessary document for the payment.
· Maintain data of claimed file with Excel sheet and filter if any delayed payment and send reminder through PRO, calling, e-mail, fax etc.
Worked with Arihant Hospital & Research Centre, Indore(MP) as Customer Care 

Executive  for in Patient Care Services from Jan 2006 to Jun 2007. 

Key Responsibilities: 
· Handled  Front desk and Billing  Operation like doing various type of admission, doctor’s communication on phone calls, check admission status and vacant status,  and insure about Approval status for further patient’s medical management. 
· Handled independently Medical Claim Process with different Insurance Policies and TPA

· Filling the Medical Claim Form with the help of either concern doctor or CMO.

· Claim form and diagnosed investigation report send via fax or e-mail to related TPA(third-party administrator). with insurance policy and ID Card.

· Initially demonstrated type of cover illness in insurance policy and also measure short term and long term patient benefits.

· Quick reply of illness related query.
· Resubmission of prolong admission. 

· Send all original paper as such investigation, Discharge Summery, Indoor Treatment Paper, Medicine Bill with approval letter for payment.

· Quick communicate to patient or attendant when claim processor denial by TPA. 
Computer Skill :-


MS-Office (Excel, Word, PowerPoint), Internet, Tally 9.0.


 I have basic knowledge about computer Hardware.


 Knowledge of different type accounts/Billing software like


-Hospital Management System(Part of ERP).

-GEMS/HMS Management and Billing System Arihant Hospital/BHRC Hospi.
-Working on SAP at Medeor247 Hospital Dubai

 English typing speed of 50 WPM.
Languages knowledge:-



Hindi & English. 
Personal information :-




Marital Status


:
Married.



Number of Dependents
:
Three.
Hobbies


:
Make relation & create healthy 




Working Environment.



Visa Status


:
Employee Visa. 
Declaration

I hereby declare that all the information given above is true to the best of my knowledge and belief.
Date :-      /    /2017 

Place :- Dubai







