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OBJECTIVE
Position requiring innovative challenging employment that will utilize my education and professional skills and provide relevant exposure, training and growth opportunities also to find the right place for my creative capabilities to flourish in terms of research and analytical prospects. 
EMPLOYMENT HISTORY

1. Sybridmd (a Lakson Group Of Company)

Officer International Operations (Medical Claims)( 01/08/2009 till to date (Evening)

Job Responsibilities

· Dealing with the Hospital information Management System.

· ICD9CM Medical Coding for diagnosised complications to patients.

· CPT Medical Billing, for in-patient and out-patient hospitals and facilities, located in different  cities in the United States of America and Dubai.
· Make escalations for incomplete medical records and sent it to clinic manager.

· Analyzing data, and identify solutions.

· Prepares reviews and sends patient statements.

· Performs various collection actions including contacting patients by phone, correcting and resubmitting claims to third party payers. 

· Processes payments from insurance companies and prepares a daily deposit. 

· Maintains strictest confidentiality adheres to all HIPAA guidelines/regulations. 

· Reviews accounts for possible assignment and makes recommendations to the Billing Supervisor, also prepares information for the collection agency
2. International Center for Chemical and Biological Sciences University Of Karachi
Medical Technologist- (PCMD) Sept 2010-Nov 2011(Morning)

Job Responsibilities

· Perform complex laboratory tests and procedures on blood and other body fluids, according to laboratory policies.

· Prepare samples and reagents for testing according to laboratory policies.

· Perform routine maintenance on equipment and quality control for all reagents.

· Keep accurate records of quality control, maintenance and workload data according to laboratory policies.

· Refer problems and unusual results to appropriate parties and document all corrective action procedures undertaken in the Laboratory.

· Perform clerical and support services as needed, such as answering the telephone, calling STATS and alerting values to the appropriate department or clinician, disposing of contaminated specimens, control of inventory, etc.

3. Collage of Physician and Surgeon of Karachi Pakistan
Officer Human Resources / Administration ( AUGUST 2006 to October 2008(Morning) 

Job Responsibilities

· Maintains workflow by studying methods, and develop report in M.I.S.

· Maintain attendance / absentees records.

· Do job vacancies surveys with in the organization and make reports. 

· Make job specifications for new vacancies as per requirements of the departments. 

· Resolves administrative problems by coordination.

· Analyzing data, and identify solutions.

· Provides information by answering questions and requests related to employees issues, make daily reports and send it to manager H.R.

· Make arrangements for test and call short listed candidates. Contributes to team effort by accomplishing related results as needed.

EDUCATION

               Karachi University ( 2007


· Bachelors (Microbiology, Biochemistry, Chemistry).

Karachi Board of Intermediate (  2004

· Intermediate (Pre-Medical).

Karachi Board ( 2002

· Metric (Science)
DIPLOMA/CERTIFICATIONS

1. Diploma in Human Resource Management from Pakistan Institute of Management Karachi.

2. Internship in Medical Technologist From PCMD Diagnostic Laboratory University of Karachi.

3. Certification in I.T from Skill Development Council Karachi.
4. Internship in Medical Billing and Coding From Sybridmd.
 COMPUTER SKILLS
1. Microsoft office.



2. Dreamweaver.

3. Adobe Photoshop.


4.  Adobe.

5.  Macromedia Flash (Basic).

6. Visual Basic. 

PROFFESSIONAL SKILLS

1. Automation in Medical Technology.


2.  Quality Controls in Clinical Testing.

3. Laboratory Tests in Clinical Chemistry.

4.  Laboratory Tests in Hematology.

5. Laboratory Tests in Blood Bank.


6.  Laboratory Tests in Microbiology.

7. Parasitology.




8.  Urinalysis.

9. Phlebotomy.




10. Medical Receptionist.

11. Human Resources Management.                                  12. Medical Billing and Coding.

COMMUNICATION SKILL :

Good communication skills gained from giving presentations at seminars, issuing clear and concise instructions to group members, dealing with customers and clients tactfully and diplomatically.

Working on team projects during my degree has involved different roles, which have developed my negotiation and persuasiveness skills.

TEAM WORK:

Involved in several major group projects at university where success was dependent on motivation and management of widely management of widely differing individuals. I was team leader for one project.
Experience of working within a team based group projects during the studies and at work employment. Involved planning, organization, co-ordination and commitment

PROBLEM SOLVING SKILLS:

Developed strong analytical and diagnostic skills during degree and work employment

Have overcome various technical problems relating to accounting software as part of my daily work routine. 
Language:

Fluent in Urdu and English
HOBBIES AND INTERESTS

I enjoy listening to various music of other cultures, sports include swimming, skating, painting etc… and travelling aboard and reading. I also enjoy socializing with family and friends.
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