3

 NUMPAGES 3 


[image: image1.png]



Gulfjobseeker.com CV No: 1337112
Mobile +971505905010 / +971504753686 

To get contact details of this candidates

Submit request through Feedback Link

http://www.gulfjobseeker.com/feedback/submit_fb.php

Career Objective
          
To contribute towards the growth and development of a dynamic organization where there are ample opportunities to grow both professionally and personally and where I can utilize my skills and experience efficiently and effectively.               
Experience Profile
Ali Medical Centre :
Insurance Coordinator / Cashier: (October 2005 to December 2014)
During my working with the medical specialists center I am directly involved in the function of insurance billing. Following are the duties which I performed there during my job.

· Making & filling admission forms and completing pre admissions documentation of patient at time admission.

· Generating the patient registration card in Medix (software) and allotting the patient id to the each new patient.

· Receiving advance payments from the patient at the time admission and adjustment of advance at the time of discharge in final billing.   

· Corresponding with panel insurance companies to taking approval in case major treatment and operations.

· In case of insurance patient process of invoices of billing to the insurance companies on monthly basis.
· Maintaining the record of pending amounts with different insurance companies and other parties.
· Follow up with the panel insurance companies for medical bills and their reimbursements.
· Collecting cash from all departments (like X-rays, Ultrasound, La Calculating the monthly profit for owners. 

· Lab. pharmacy) at the end of every shift.

· Payment via chq or cash to the consultant doctors on weekly basis against different operations.   
· Generating invoices and receiving cash from the cash patients and depositing cash in the bank at shift end. 
· Feeding of hospital pharmacy invoices in the system and depositing the cash to bank at the day end. 
· Preparation of monthly statements and forwarding the same to insurance companies for outstanding claims.
AS a Accountant: 
· Receiving and booking of invoices from purchase department and making payment as per payment terms.
· Making payment to different supplier through chq and cash.
· Preparation of bank reconciliation statement on weekly basis.

· Rising of voucher against petty expenses and maintaining the petty cash balance for day to day expenses.   
· Preparation of monthly bank reconciliation statement.
· Preparation of payroll at the month end and making salary chqs for both medical and paramedical staff of the hospital.  
· Maintaining and recording the doctor‘s rounds for admitted patients for billing purpose. 
Izhar (Pvt) Limited: 
Accountant (January 2005 to August 2005)
· Receiving & booking of supplier invoices.
· Processing and Making payments to suppliers.

· Maintaining and monitoring the petty cash for the site and receiving invoices for petty expenses. 

·  Calculating and managing fixed assets at site. 
· Follow up with clients for payment and receiving chqs from client. 
· Follow up with the head office for opening of new employee accounts. 
· Arranging trainings of newly recruited branch operation staff.
· Preparing Vouchers and updating Accounting Records Accordingly.
· Reconciling attendance sheets to prepare payrolls.

TKS Natural Stone
Assistant Accountant

(July 2004 to December 2004)
· Entry of data for supplier and other invoices in the excel sheet to maintain records. 
· Handling office petty cash for office expenses. 

· Receiving cash from customers and making and recoding of invoices. 

· Placing orders for the stones as per factory requirements. 
· Making salary payment to the labor and other factory staff. 

· Calculating the monthly profit for owners. 

Academic / Professional Qualification

· Bachelor of Commerce (Accounts) Bahauddin Zakaria University Pakistan (2004)
· Intermediate (in Commerce ) College of Commerce Layyah (2002)
· Matriculation (in Science) (2000) 
Computer Proficiency

· Areas of Expertise:

Ms Office 2007

                                                Windows,


 Outlook express

· Accounting Software:

Medix



Quick Books 
languages

I am multilingual professional having,

· English, Urdu and Punjabi
· Arabic language learner.
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