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PAUL 
Al Satwa Dubai
United Arab Emirates
Mobile: +971504973598
Email add:  paul-376238@datachampion.com 
Admin Medical Insurance Processor/Encoder
Career Objective:
The last 2 yearsof my career as Medical Claims Encoder/Processor.I developed self-discipline and systematic approach to fix the hardest part of my job, the time pressure andmanage a strategic action to avoid errors on the task given. I believe such self-developed attitude has a significant contribution to my success as one of the best performing staff in the clinic.And also, my success is nothing without observing a fair and peaceful work environment and all of these can be achieved by developing good relationship, team work and good communication within the team.
DUTIES AND RESPONSIBILITIES

	Medical Claims Processor (Insurance)
Al Tai Medical Center W.L.L
Doha, Qatar
January 01, 2015 to Dec 31, 2016
Nature of Business: Medical Health Provider

	· My works involves gathering and manages insurance claims form of patients in doctors’ clinic.
· To analyze and process the insurance claims and responsible for determining the validity of a claim
· Validates the information on all medical claims from patient’s card, including what type of insurance and the benefits they are entitled to receive.
· Claims form must be thoroughly reviewed to clear from missing or incomplete information.
· Attached the needed supporting document like Laboratory result, x-rays, MRI, CT scan etc.
· Encode all the needed information of the patients claim for documentation copy and scan it for filling
· Sending approvals and re approvals for patients desired services like Laboratory Blood test,x-rays, MRI, CT scan and physiotherapy treatment. It depends upon the insurance company if it requires approval.
· Responsible for resubmitting claims rejected by the insurance company (common term “To Defend”).

	Procurement Coordinator
Oxino Supports W.L.L
P.O Box: 55701
Doha, Qatar
January 11, 2011 to November 31,2014
Nature of Business: Manpower Supply, 
Trading & Contracting Services.

	· Checking of materials request form everyday on my email or on my table. Request may come from the site, on my office or even from the purchase manager itself.

· Categorizing the type of request according to priorities if it is urgent or least urgent

· Sending inquiries to the suppliers the quickest way of transmitting my request withier by email, facsimile machine or even by telecommunication if needed.

· Procures basic commodities such as PPE’s like Safety Helmet, Safety Coverall, and Safety Goggles etc. 

· Procures building materials for construction such as Steel Bars, Wood/lumber, Plywood’s, Nails, Sand & Gravel, Hand Tools/Power Tools, and Cement etc.

Encoding all the needed information to our system such as the name of materials, the current price, quantity and availability for future reference.
· Checking and review the items before placing the order if it fits the required specifications and refers to the procurement manager for final issuance of purchase order.

· Scouting for potential new supplier, arrange meeting and accept bidding if needed

My duty includes, accounting matter such as inventory, monitor and observes payments.

	Purchaser/Sales & Marketing Executive
Federal Trade Services W.L.L
P.O Box: 55701 Fereej Bin Abdel Aziz 
Doha, Qatar
Nov. 01, 2008 – October 11, 2010.
Nature of Business: Buy and Sell of Building 
Materials and other services.
	· Buying safety materials such as clothing, including PPE’s like Safety Helmet, Safety Coverall, Safety Jacket, Gloves, Safety Goggles, Mask, Ear Plug etc.
·  Buying Building materials for construction such as Steel Bars, Wood/lumber, Plywood’s, Nails, Sand & Gravel, Hand Tools/Power Tools, Wire Mesh etc.
· Scouting for potential new client in a construction sites arrange meeting and apply tender of bids if necessary.
· My duty includes, inventory and collection of payments.

	Professional Medical Sales Representative
Medirich Pharma Distribution Corporation
Rm.8 Abellana Bldg. cor. Arlington Pond and 
Ramos St. Cebu City, Philippines 
Nov. 14, 2004 – July 31, 2008
Nature of Business: Pharmaceutical Company
	· Contact and find out the needs of the customers
· To uphold about the product to the customers and try to satisfy the needs
·  Ensure the terms and conditions of the sale.
· Making presentations to the medical professionals like: doctors, pharmacists, nurses, hospital staffs and health professionals.


Self-motivated– Highly motivated and works hard with or without supervision. Have conscious effort to excel in all aspects of work as long as it is within the confines of my ability, knowledge and skills.
Highly Disciplined, Responsible and Honest – Has gained an extensive training on how to develop and become a master of one's self and one's actions. Also knows when to say yes and no.
Skills – Excellent in English communication, both writing and oral. Have a good knowledge in the applications of MS Word, MS Excel and MS Power Point. Knowledge in Basic Life Support and Construction Safety.
OTHER SKILL
UAE Driving License
VISA STATUS
Family Residence Visa
SEMINARS AND TRAININGS ATTENDED:
May 17, 2010

Dept. of Labor and Employment

Construction Safety Training
Occupational Safety and Health

40 hours of completion
Center Butuan City Philippines



EDUCATIONAL BACKGROUND / ATTAINMENT
BS GRADUATE


University of Bohol, Bachelor


1997 - 2002



Of Science in Physical Therapy




Tagbilaran City Bohol. Philippines

SECONDARY SCHOOL

University of Bohol



1993 -1997




Day High School Department




Ma. Clara St. Tagbilaran City
CITIZENSHIP/NATIONALITY




: Filipino
DATE OF BIRTH





: March 01, 1980
PLACE OF BIRTH





: Philippines
CIVIL STATUS






: Married
