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Saniya, MBA (Finance)
Email : saniya.173631@2freemail.com 
	OBJECTIVE:


In pursuit of challenging and enriching assignments in Customer Service Operations with an organization.
	ABOUT MYSELF:


I possess qualities of a highly gifted cashier with solid experience in retail, providing superb customer service and ensuring all procedures and processes that enhance revenue are maintained for the growth and success of the firm.

	CAREER HISTORY:


	Name of Organization
	Designation
	Department
	Tenure

	Heathways Diagnostic Center  Islamabad; Pakistan
	         Office Admin
	Administration
	Dec, 2017 – 31ist May 2017.


· Providing administrative support and managing their queries.
· Preparing regular reports (e.g. expenses and office budgets) and daily transaction report records.
· Managing office supplies stock and placing orders
· Preparing regular financial reports
· Maintain record all number of tests which are done on daily basis.
· Collection of cash from all front desk staff at the end of the day.
	Name of Organization
	Designation
	Department
	Tenure

	Gulf Diagnostic Center Hospital
	Insurance coordinator
	Administration
	Aug, 2014 – 31ist July2016.


Gulf Diagnostic Center Hospital is one of the leading healthcare provider in the Abu Dhabi private sector. It was inaugurated in 1996 by the late Dr. Awad Kaddoura. It was accredited in 2009. GDC Hospital won the Sheikh Khalifa Excellency Gold Award 2013. It was also awarded the Sheikh Khalifa Excellence Award in 2011. Then it has also awarded the highest category of A+ by the National Health Authority (DAMAN).  www.gdc-hospital.com
Insurance Coordinator

JOB RESPONSIBILITIES:-

· Working with problem claims & denials.

· Getting approvals for medical procedures

· Ensuring coverage of claims, guiding staff for correct use age of claim forms, approval papers

· Coordinating with insurance companies for obtaining information on new policies and their coverage

· Explaining coverage of medical benefits to patients when required

· Assisting invoicing department in insurance processing and billing

· To network with insurance companies to obtain accreditation as a provide

· To liaise with insurance companies regarding eligibility, payments, approvals, reconciliation and other     requirements.

· To liaise with patients regarding their eligibility and entitlements.

· To train and educate staff in insurance matters.

· To advice the management on insurance matters.

· To design and implement a protocol for insurance practices in the hospital.

· To maintain and update records related to pre-approvals and reconciliation.

· To coordinate and co-operate with colleagues of the same department and other related departments for smooth running of Insurance operations.

	Name of Organization
	Designation
	Department
	Tenure

	Public Health Engineering Department
	Community Mobilizer/ Customer Service Rep.
	Healthcare
	2009 - 2014


JOB RESPONSIBILITIES:

· Identified need among our community and customers of the product.
· To attract the customer by awareness how they can improve their health by drinking pure Water Quality.

· Solve customer queries.
· Provide Customers tailored product information .
	TRAINING PROGRAMS ATTENDED DURING WORK:


During my job I have attended different training workshop which were related to my job, the workshop conducted by different departments are as follows: 
· Technical assistance management agency: (TAMA) 

Three days training workshop on Community participation & improved water management and sanitation services. 

· UNICEF & Rural support program network (RSPN): 

Five days training workshop on PHED staff CBOs community mobilization and capacity building of CBOs.
	Name of Organization
	Designation
	Department
	Tenure

	Cybronic Institute Of Technical Education (Pakistan)
	Accounting Assistant.
	Accounts / Finance
	June 2007 – June 2009


	PROFESSIONAL SKILLS AND COMPETENCIES:


· Strong background in internal control processes and procedures.  

· Ability to provide excellent customer service.

· Strong word processing skills.
· Excellent communication skills.
· Asset and liability management.
· Business Administration.
· In-depth knowledge of spreadsheets.
· Knowledge of key accounting principles and procedures.
	PERSONAL TRAITS:


· Good analytical skills.
· Keen observer.
· Trustworthy.
· Smart working ability.
· Multitasking.
· Math Skills.
· Highly disciplined.
	COMPUTING & IT SKILLS:


· Typing speed (30 wpm.)

· Computing: Microsoft Windows XP / Vista / Win 7.
· Office Automation: (Microsoft Word, Excel, Outlook, Adobe Reader and Writer).
· Document Management: Document Scanning, Editing and Printing.

· Accounting Software: Tally, Peachtree and Magnum.
· ERP Software: Oracle and Sage.
	PERSONAL PROFILE:


· Name:



Saniya 
· Date of birth:


6th January,1986
· Marital Status:


Single
· Nationality: 


Pakistani

· Religion: 


Islam
· Languages:


Urdu, English
· E-mail Address:


saniya.173631@2freemail.com 
· Visa Type


Visit Visa
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