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Dear Sir/Madam,
 

I am currently seeking employment and believe my experience of 7+ years in the banking and healthcare industry which involved data processing, collections, training and development, account management, process improvement initiatives, quality assurance and customer service qualify me for consideration.
 
I am a dedicated, hard-working and technically skilled individual, known for accuracy, attention to detail, and quick to grasp new concepts. I am loyal, flexible and driven to achieve outstanding end results at all times.
 
To further acquaint you with the specifics of my background I am enclosing my resume herewith. I hope you will consider me for any suitable positions available. I look forward to meeting with you to share in detail the knowledge, experience and skills I possess and bring to any of the areas mentioned above.
 
Sincerely,
 
D
edicated, hard-working and technically skilled, known for accuracy, attention to detail, and quick to grasp new concepts. Loyal, flexible and driven to achieve outstanding end results at all times. Career spans over 7 years of experience in the banking sector and healthcare industry.
Professional Experience
backoffice medicine limited – colombo sri lanka
Production Supervisor / Manager – Operations [August 2013 – December 2013]
Managing the Medical Transcription operation formally known as Backoffice Medicine [Pvt] Ltd entailed working with a team of 30 operations associates to ensure all daily/weekly/monthly deliverables were met along with all of its variances including client communication via e mail and/or conference on a daily/weekly basis as “Manager – Operations”

Medigain INCorporated - dallas texas
Senior Claims Analyst [Root Cause Analysis & Quality Assurance Team] [May 2012 – July 2013]
Playing both operational and non operational roles with the knowledge and experience gained over a period of 4+ years I was able to put together a solid process that would increase clean claim payment rates, overall payment percentages at each stage of reimbursement and decreased AR. The “Root Cause Analysis” team headed by myself was approved by the management at the end of the first quarter of 2012 and was approved by the management to be implemented across the board on all client accounts. Proven to be the key to revenue cycle management, it was made compulsory to be followed on all on boarding clients and has been implemented across two other companies within the group as well. 
Assistant Team Lead [Oncology Team] [October 2011 – April 2012]
My experience, knowledge, management capabilities and expertise were then required to manage a team of seven individual providers specializing in Oncology in the last quarter of 2011 as the Assistant Team Lead. Key areas of responsibility included managing and making sure that all daily/weekly/monthly operational and non operational deliverables were met on time while maintaining and managing accounts receivable and a client team of 10 individuals.  
Assistant Team Lead [Quality Assurance Team] [July 2011 – September 2011]
For consistently achieving weekly/monthly individual and team quality statistics at 100% I was assigned to the quality assurance department which involved auditing collection files to ensure quality standards were met. Other areas of responsibility included one on one’s with agents providing feedback, coaching, mentoring and preparation of weekly quality statistic reports. I also conducted induction training for new recruits along with collections training as requested by the operations head.
Assistant Team Lead [Pain Management Team] [March 2011 – June 2011]
Promoted as “Assistant Team Lead” for being able to convince the client to grant us a period of 3 months to prove/regain and rebuild the client relationship and more importantly bring stability to payment percentages, cash flow and decreased AR. Setting up and documenting all processes across billing, collections and posting functions while making sure that all other daily/weekly/monthly requirements both internal and external were met was the 1st task that I took upon myself. From training to setting targets to motivating the team to achieve them my team was able to bring an AR of 6 million dollars to just over 2 million dollars within the given 3 months which was clearly a team effort once again reflecting my capabilities of managing all tasks/deadlines under immense pressure and most importantly managing my team members while guiding and pushing them to manage and meet all deadlines and business requirements as individuals to achieve one common goal. Other key areas of responsibility included preparation of daily/weekly/monthly client reports while representing MediGain as the primary contact for the client’s office in both states of Texas and Ohio.
Account Manager [November 2009 – February 2011]
Designated as the “Account Manager” of two large pain management facilities operating in the state of Texas and Ohio, the team had just one collector, a biller/poster and was handed over to me with the massive task of accounts receivable over 6 million dollars and most importantly regaining/rebuilding our client relationship in terms of credibility. The AR of 6 million dollars could not be worked and the expected results delivered with just one collector due to the nature of the client/specialty and nuances which were quite different to any other client in MediGain. Upon request a new member was allocated to the team however the new team member had no training or experience in collections and was a fresher in every sense of the word. I not only had these massive tasks when it comes to my client but was also compelled to train the new comers in as little time as possible because at that stage this client was in the worst possible situation and time was of the essence. Key areas of responsibility included all account management tasks along with the responsibility of making sure all daily/weekly/monthly operational deliverables both internal and external were met while accounts receivable management was a top priority.
Senior Medical Collections Executive [June 2008 – October 2009]
Having learnt the basics of revenue cycle management and the healthcare industry and having proved to the management the clear capability I possess of managing accounts and setting standards it was time to take on more responsibility. I was assigned to an imaging center operating in nine locations across the state of Texas. The responsibility of the overall collections process for all nine locations was invested in me. The industry standard payment percentage was 98% which seemed almost impossible to MediGain at the time. I was able to once again go above and beyond the expectations of MediGain and the industry standards itself by taking it to 100% in payments across all nine locations within a short period of time. I was also exposed to reporting at operations, management meetings and client meetings explaining financials to the top management of MediGain and the client itself for the nine locations of the imaging center which I managed to bring to a level of ‘business as usual’ before I was reassigned to two large pain management facilities that needed my experience, knowledge and expertise.
Medical Collections Executive [June 2007 – May 2008]
Assigned to work for one of the largest facilities in the states as a Medical Collections Executive entailed compiling and completion of weekly/monthly collections files and making sure they were reported on time.  I was promoted as “Senior Collections Executive” within the first year of employment for commitment and continued excellence of service in terms of Quality, Efficiency and Account Management capabilities.
Key Results:
· Managing overall collections process [All Specialties – University Client] [MRI – Prestige Imaging LLC]

· Setting the benchmark in terms of collection rates and payment percentages. 
· Managing overall collections process and account management [Pain Management – NAS/ANS]

· Promoted to "Assistant Team Lead" in the fourth year of employment overlooking all operational processes/auditing and managing billing/posting and collection functions. Along with communicating/working with the management as well as the client. Identifying process inefficiencies and setting up processes and procedures to eradicate all loop holes by documenting each function to ensure all requirements/benchmarks and industry standards were met.

· Demonstrated the ability to fill in at a moment’s notice, quickly mastering new systems, processes and workflows.

· Establishment of operational procedures to minimize errors in the collections process which involved research and documentation of the collections process while providing guidelines on how to avoid repetition of errors. Also being capable of customizing the MediGain standard collections process for over 15 different specialties to maximize process efficiency across team and functions bringing in more revenue.  

· Continuously being able to exceed monthly cash flow expectations of clients using the experience and knowledge of the health care industry to set up a collections process to ensure profitability. 

· Strong relationships built with clients resulting in referring newer facilities to the organization and thereby being the source of new business development.

· Quality of collections maintained at 100% consecutively for over 15 months.

· Managing all client requests and reports on a daily/weekly/monthly basis which were consistently praised for their accuracy, user-friendliness and timeliness.

Hong kong & Shanghai banking coporation [HSBC] - colombo sri lanka
Customer Service Executive [May 2006 – May 2007]
Handled processing of individual savings accounts [ISA] for the Tax & Central Review Department and was the first member of the team to be accredited by the UK operations team for best performance and consistency in terms of efficiency and quality. Hence was advanced to a supervisory and auditing role designated as the “Auditor”. Being the first and only “Auditor” for a team of twenty members who required undivided attention to process related queries/following guidelines and procedures were key areas of responsibility. I also took up training of twenty new recruits while making sure all other responsibilities were well taken care of. For ensuring all process/team and management requirements were met and exceeded I was given the responsibility of supervising and auditing the Hyderabad GSC [Group Service Centre] which was the offsite back up processing arm of the Sri Lankan operation in accordance with the UK banking and government regulation. In order to achieve the above within the first year of employment at HSBC I believe people management skills along with process and procedural knowledge of the overall operation was a requirement which I clearly did possess.
Key Results:
· First in the team to be accredited for best performance and setting benchmarks above industry standards in terms of consistency and quality.
· First in the team to advance to a supervisory role being designated as the Auditor and Supervisor for both Sri Lanka and Hyderabad teams for continued excellence in service.

· Training a team of twenty new recruits on the entire process being the primary “go-to” person on the floor for any process related and/or day to day operational issues while regulating and fine tuning set procedures and guidelines to maximize efficiency and quality.

· Coaching and mentoring the team enabling each team member to set benchmarks and exceed them while maintaining efficiency and quality above industry standards
· Implemented a sound auditing and supervisory process to foster an environment of continuous improvement within the teams in Sri Lanka as well as Hyderabad. 

· Instituted thorough cross-checking of processed accounts and maintained sound relationships with cross functional teams.
Professional Qualifications
national institute of business management - colombo sri lanka

Advanced Certificate - Business Management [November 2012 – Current]
Principles Of Management




Human Resource Management



Financial Management

Marketing Management




Productivity & Operations Management
Education

christ king college – COLOMBO SRI LANKA

Ordinary Level Examination [2002/2003]
English



A

Social Studies/History

B

Religion



C

Health Science


C

Accounts/Business Studies
S

Sinhalese Language

S

Art



S
Technology Summary

Microsoft Office 

Windows 

Advanced MD 

Personal details

Nationality:

Sri Lankan

Date of Birth:

October 21st 1986

Sex:


Male

Civil Status:

Unmarried

