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Professional Objectives:
To be a part of a dynamic organization where I can expose my professional skills, for which I am ready to take any challenge that demands hard work and sincerity.

Professional Experiences:
Laboratory Coordinator
Belhoul Speciality Hospital

PO Box 5527

Dubai, U.A.E.
From August 2009 till date

· Make patients comfortable at the lab reception and greet them when receptionist  is not there

· Responsible for coordinating lab reports, lab documents and telephone messages.

· Assists patients for any requirements

· Help Medical Transcriptionist by entering results in the computer when needed

· Check all the patients reports and make sure that office boys take them to respective places.

· Write provisional reports for stat patients and reports for patients from ER and ICU’s

· Keep a close relationship between lab technicians and hospital nursing department by coordinating patients reports

· To keep records of all the lab request forms from IP as well as OP

· Attend telephone calls and help solve the queries

· Help amending billing errors

Insurance Coordinator / Medical Claims Processor
Belhoul Speciality Hospital

PO Box 5527

Dubai, U.A.E. 

From September 2007 till August 2009
· Taking approvals from the Insurance Company and Coordinating with patients.

· Medical claims processing involves the encoding and coordination of all information related to patient health care and working with insurance carriers to get claims paid.

· Reconciliation of reports such as laboratory investigations, radiology reports, cardiology reports, discharge summary/ operative notes for the IP patients and signature and stamp of doctors and patient’s signature in the claim forms.

· Receiving and entertaining calls from different insurance company, patients, doctors and staff queries.

· Maintains logs, records, reports and files. 

· Submits clean claims via paper or electronically.

· Completes a voluminous (high productivity) workload quickly and efficiently while maintaining neatness and accuracy.

Billing Clerk

NAZARENUS COLLEGE FOUNDATION HOSPITAL

From December 2005 – December 2006

· Preparing the hospital bill of the patients 

· Receiving payments of the hospital and doctors from the patients.

· Maintaining daily transactions and monthly accounts report.

· Reconcile Statements of Accounts

· Counter checking of all the receipts issued and unused.

Philippine Health Insurance Clerk
NAZARENUS COLLEGE FOUNDATION HOSPITAL

From February 2004 – December 2005

· Dealing with patients and answering their inquiries about their                                                                                      insurance procedures and requirement on benefits/ claims.

· Checking/Evaluating patient’s requirements to be submitted to Philhealth and private insurance for their approval

·  Preparing patient’s claims or refunds.

·  Preparing daily documentation and monthly accounts report.    

Personal Background:

Born in 507 Caingin Bocaue, Bulacan, Philippines on January 26, 1981.Female and Married. Mature, articulate and can handle responsibility with less supervision. Polite, with telephone manners and interpersonal skills.
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