NOORUDHEEN
                      
                                    CURRICULUM VITAE

[image: image1.png]



Email: - Noorudheen.375723@2freemail.com 
EXECUTIVE SUMMARY

Actively seeking a professional job opportunity of an Accountant/Medical Insurance Claims Officer in a reputed organization where in my ability and education will be utilized to the maximum level contributing to the success of the organization and self-growth in the company hierarchy. Achievement driven an Accountant / Medical Insurance Claims Officer with 4 Years experiences in all areas of Hospital Insurance and Medical Billing Section. Proficient in use of Value Added Tax, (VAT) Oracle Apex, Tally, Peachtree, Daceasy, EDMS and MS Office.
CAREER HISTORY

June 2014 – April 2017:   Al Salama One Day Surgery Center, Abu Dhabi
Position:
                          Accountant / Medical Insurance Claims Officer
                                                       Duties and Responsibilities
          Accounting
· Cash collection on daily basis and reporting to the higher officer

· To make day to day transaction, Journal Entry, Receipt, Payments, Expenses, Adjusting Entries 

· Generate and maintain accounts related reports

· Monitoring cash billing at the hospital and generating reports
· Manage bank deposit activities and make sure that cash is counted accurately at the end of each shift

· Monitoring daily credit card receipts and its credit to the concerned bank account.
· Reconcile cash with receipts at the end of each shift and make sure any discrepancies are managed immediately

· Maintain and update daily, Monthly and yearly accounts spreadsheets

· Scrutiny of unbilled files, cancelled bills, discounted and refunded bills. 
· Finalizing the Inpatient Discharge Bills
· In charge of cashiers at hospital
· Handle cash allocation tasks and prepare checks

· Ensure that all calculations are verified and that correct entries are being posted to the database

· Handle petty cash allocation and transactions

· Manage accounts receivables and payables activities in accordance to the company`s procedures and protocols

· Preparation of Cash salary payments and salary advance payments
Medical Insurance Claims Officer 
· Work experience in E- Claims express and billing module

· Maintaining zero rejections from insurance companies

· Working in Outpatient, Walk-in-patient, Inpatient and Pharmacy insurance claims

· Perform daily billing procedures in accurate manner and appropriate review of insurance card number, validity, co-payment, deductible, co-insurance, pharmacy limits, dental, maternity, network, OOP-Out of pocket limit, PBM, CPT codes of every single claims before sending out to insurance company to reduce risk of rejection and denials
· Checking CPT codes for Pre-Operative Lab, Radiology and Pre authorization limits

· Co-ordinate with the Insurance Department regarding patient's insurance approval
· To Co-ordinate with other Department like Doctor, Nursing, IT and other supportive people for smooth billing. 
· Familiar with medical terminology and ICD 9/10 and CPT/HCPCS codes
· Review all the claims for accuracy
· Maintain patient confidentiality as defined by state, federal and company policy
· Work as a team to obtain good workflow and working environment
· Handled high volumes of claims and follow up in a timely manner
· Perform all duties and responsibilities that may be assigned from time to time
· Providing training to new recruits to the billing department
· Protects hospital's value by keeping collection information confidential
Jan. 2013 – March 2014:   Business and Industrial Consultant, India 
Position:
                                     Junior Accountant
Duties and Responsibilities
· Preparation of journal entries and General ledger operations

· Draw up financial statements (trial balance, income statement, balance sheet)Reconcile and maintain balance sheet accounts
· Maintaining of Sales tax (VAT) record, Filling of Sales tax (VAT) Return through government online portal
· Assisting in preparation of Tax Return of the Entity 
· Calculation, Payment and reconciliation of VAT and other taxes and assisting in submission of VAT Return.
· Compile data and prepare a variety of reports

· Prepare and update records for checks’ requests and invoices for payment Responsible for reports, entering & updating Management Personal Accounts in Tally, website & DBP in Excel.

· Assisting the Senior Accountant with the preparation of the annual and mid-year budgets.

· To ensure & update the daily petty cash disbursements & posting
· In-charge of daily banking transactions & bank reconciliation of Company’s accounts and Management Personal Account.

· Monitor and resolve bank issues including fee anomalies and check differences

· Preparation of Account/bank reconciliations

· Review and process expense reports

· Assist with preparation and coordination of the audit process

· Assist with implementing and maintaining internal financial controls and procedures

· Accounts Payable, includes processing invoices, following up with vendors and resolving        discrepancies in a timely manner Vendor maintenance in SA

· Ensure that the established Company standards and policies are strictly followed
EDUCATIONAL QUALIFICATIONS 

· Master of Commerce from Mahatma Gandhi University, Kerala

· Bachelor Of Commerce from Mahatma Gandhi University, Kerala, India

· Diploma in Financial Accounting with Tally, G-TECH, India

SKILLS 
· Maintains an effective filing system

· The ability to maintain quality standards in all operations

· Fundamental knowledge and skill in Accounting

· The ability to use computer software and applications
TECHNICAL SKILLS
· MS Office 2007 & 2010 (Word , Excel & Internet)

· Tally ERP. 9 (Accounting Software)

· Peachtree (Accounting Software)

· Daceasy (Accounting Software)
· Oracle Apex (Billing Software)
PERSONAL DETAILS

Date of Birth:

30th August 1988


Marital Status:

Married
Nationality:

Indian

Gender:

Male

Visa Status:               Visiting Visa
Languages:

English, Malayalam (Native)

References:

Furnish Upon Request
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