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Objective :
To pursue a challenging career in a Dynamic Organization and achieve the highest degree of proficiency in the field undertaken with total commitment, dedication and hard work.
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Personal Summary :

A highly motivated and ambitious individual able to give timely and accurate advice, guidance, support and training to team members to achieve their Professional and Personal goals. Possessing excellent management skills and having a proven ability by improving best practices, and utilize time efficiently.
Key Skills and Competencies :

· Passion to take up complex and challenging assignments in a multi-tasking environment and ability to provide high performance.

· Good managerial skills with handling a team size of 15 members.

· Good Analytical, problem solving and decision making skills.

· Flexible, adaptable, proactive and self-motivated.
· Able to motivate the team members to achieve the best result.
· Prioritizing tasks and workloads in order of importance.

· Track record of delivering results with deadlines.

Areas of Expertise:
· Holding CPC (Certified Professional Coder) Certification (March’2017) in US Medical Coding.
· Processing of Healthcare Claims for US Healthcare Industry
· Demo, Charge & Payment Posting
· Reviewing the medical records for correct coding.
· EOB Analysis
· Denial Management
· AR Follow Up & Credit balance
· Preparing Weekly and Monthly Reports
· Preparing Customized Reports (As Per Client Specification)

[image: image3]
Work Experience
1.   E care India Private Ltd 
       Designation (August’2015 - till Date)   :   Team Lead – Operations 
      Key Responsibilities :
· Supporting and monitoring the day-to-day work process. 
· Assigning tasks to the team members and providing direction, guidance and assistance to get them done in a timely manner.

· Identifying the global issues existing in the project and fix the same.

· Setting goals and motivating the team in achieving them.

· Conducting training sessions to the Team and helping them improve process knowledge.
· Checking the quality of the work process randomly and providing adequate training to the team 
· Handling Client calls on Daily / Weekly/ Monthly basis.
· Building good rapport with Client in terms of Tele Call and email communication.

· Processing the client requests and concerns on a priority basis.
· Preparing weekly and monthly reports.
· Establishing good working relationship and trust with colleagues.
· Maintaining the project SLA with delivering the production with in the deadline.

· Reporting to the Account Manager on the progress of the project.
     E care India Private Ltd 
Designation (March’2014 – July 2015)  :     Senior AR Analyst (Audit Team)
      Key Responsibilities:
· Leading the Audit Team as an acting Team Leader.

· Auditing claims on rule based for the overall process in order to ensure newly received rules are followed without any deviation.
· Preparing weekly and monthly reports on the audit process.
· Conducting training sessions to the Core Team and help them improve the quality of work. 
2.  Dell Services   (April 2003 – February 2014)
Joined as

: HC & Insurance Ops Associate
Switched off as      
: Trainee – Financial Transaction Executive
Process

: E2E Services in Medical Billing
Experience summary in Dell:
· Joined as FTE in the year 2003 and started Quality Checking after 6 months.
· Got promoted as Billing Specialist in year 2008.
· 6 years of experience in handling End to End and Denial Management process completely.
· Gained good process knowledge, understood client requirements and also gained knowledge on team handling.
Job Responsibilities in Dell:

· Reviewing client e-mails and sending the response to the Supervisor.
· Conducting team meetings to discussion on the updates.
· Planning and allocating work to the team members.
· Running reports on daily basis and work accordingly.
· Uploading batches on daily basis.
· Uploading documents to the FTP folder by the EOD.
· Training up new trainees who joined the team.
Achievements in Dell:

· Recognized as best performer in the team and received On the Spot award couple of times.
· Not received any customer feedback for the year 2007 & 2011.
· Received Client appreciation mails several times.
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Computer and Technical Skills
· Holding CPC (Certified Professional Coder) Certification (2017).
· Certification in Computer Systems, Windows, Office, Internet & Email (2001).
· Good knowledge of MS Office (Word & Excel)
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Academic Qualification
Degree : B.A 

Kerala university (April’1995)

Secured 57%

Bachelor of Library and Information Science 
Annamalai University (May’2001)
Secured 51%

Pre-Degree:

Kerala University (April'1992)

Secured 52%

S.S.L.C:

G.H.S. Balaramapuram (March'1990)

Secured 69%

Personal Information
Date of Birth      
      : 
  16/05/1975
Sex

      
      : 
  Female


Nationality
      
      : 
  Indian

Marital Status     
      : 
  Married
Languages Known
      :
  English, Tamil & Malayalam 
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Declaration
I hereby declare that the details given above are true to my knowledge.
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