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MERRIA, RN,CPC
Email: merria.375718@freemail.com 
Mobile: Whatsapp +971504753686 / +919979971283


ARegisteredNurseandCertifiedProfessionalCoderwithafullunderstandingof ICD-10-CMandCPT codingprocedures.Withanexcellentdataentryskillneededforaccuratecoding of medical informationandprovidedcare.Aresultorientedprofessionalthatcanworkinamulti-tasking environmentandwith7 years of working experience in Medical, HR and Admin field.

QUALIFICATIONS

CERTIFIEDPROFESSIONALCODER
American Academy of Professional Coders (AAPC)M
REGISTEREDNURSE
Philippine Nurses Licensure Exam PR
BACHELOROFSCIENCEINNURSING
ManilaCentralUniversity
Edsa, Caloocan City, Philippines

SKILLSANDABILITIES

· StrongknowledgeandunderstandingofICD-10-CMandCPTprocedures.
· Extensive knowledge of medical terminologyacrossabroad rangeofmedical practiceareas.
· Extensive knowledge about AnatomyandPhysiology.
· Excellentdataentryskills.
· Goodmulti-taskingabilities
· Goodinterpersonal skillsandtheabilitytofunctionasateammember.
· Experiencewithfast-paced medicalcareenvironments.
· Knowledgeableincomputerapplications(Excel,Word, PowerPoint,andOutlook)
· KnowledgeableinISO9001 standards.

WORKEXPERIENCE

EXECUTIVESECRETARY
ALMAZROUITRADINGANDGENERALSERVICES,L.L.C
P.O Box97BaniyasSt.,AlYasatTower,8thFloor,Suite801,AbuDhabi,UAE29September2014to31December2017
· DirectreportingtotheGeneralManagerforoveralloperationsofthecompany.
· ProvidefullpersonnelassistanceworktoGeneralManagerthatmeetstheneedsofstandards&procedureofthecompanythatmaintainitsconfidentiality.
· Prepare&providecomprehensivereportsinbehalfoftheGeneralManager.
· ResponsibleforInternalAuditingforISOcompliance.
· Responsibleforvisapreparation&formalitiessuchasResidencevisasofemployees,missionvisasforengineers,visaapplicationstovariousembassiesconcerningthetravelarrangementoftheGeneral
Manager.
· ResponsiblefortheapplicationofSecurityPass,ADMAandZADCOTravelCardforEngineers.
· Responsiblefortheapplicationandrenewalofmedicalinsuranceforemployees.
· Responsibleforthereimbursementclaimsfortheemployee.
· Organizeandcoordinatemeetings,minutesofmeetings,diaries,eventsandtravelarrangementsfortheGeneralManager,TechnicalManagerandBDM.
· Maintainpettycash/reportsforoffice&miscellaneousexpenses.
· Responsibleforrecruitment/advertising&conductinginterview.
· HotelandAirlinereservation/bookingforthemanagersandtosomeguestasperadvicebythemanagement.
· EventCoordinatorsuchasWorkshopTrainings/Seminars/Exhibitions,etc.
· PrepareAppointmentLetters/Contractsaspermanagementadvice.
HealthOfficerandMedicalInsuranceCoordinatorDDTKonstract,Inc.
4thFloorLancasterHotel,622ShawBoulevard,MandaluyongCity,PhilippinesOctober2013toJune2014
· Makingsurethatbuildingsmeethealthandsafetystandardsandlegalrequirements.
· OrganizeHealthProgramssuchasHealthandWellness,Vaccinations,DrugTestingAnnualPhysicalExaminationforemployeesandprovidesexcellentFirstAidfacilities.
· Managesemployee’sbenefitsregardinghealthsuchasHMOandMedicalreimbursement.
· Reviewingandanalyzinginsurancepremiums.
· Managinggeneralcleaningandmaintenance.
· Managingthesecurityprocedureandmonitorysecuritysystem.
· Adheringtorequirementsoftheoccupationalhealthandsafetyguidelinesandinfectioncontrolguidelines.
· ActivelyleadstheFirstAidTeamofthecompany.
HRASSISTANT(GENERALIST)
MillenniumEnergy,Inc.(SanMiguelCorporation)
EastTowerPhilippineStockExchange,OrtigasCenter,PasigCity,PhilippinesMay2013toOctober2013
· Implementstherecruitmentprocess.
· WorkswithHROfficertodevelopjobdescription.
· Implementthenewemployeeorientationprocesses.
· Drafts,editsandproofreadscompanypoliciesandproceduresandrelateddocuments.
· Assistswiththedevelopment/implementationofperformanceevaluationandrewardssystems.
· Explainscompanycompensationandbenefitprograms.
· CoordinateswiththeimplementationofHumanResourceInformationSystems(HRIS).
· Ensureaccuracyandtimelinessofemployees’dailytimerecord.
· Facilitatemonthlyremittancestogovernmentagencies.
· Designingandexpandingtraininganddevelopmentprograms.
· Arrangesforemployeephysicalexamination,firstaidandotherhealthrelatedprograms.
· Evaluatingtraininganddevelopmentprogram.
· Assistedemployeesinsortingtheirissuesrelatedtowork.
· Attendsconferencesandmeetings,asemployee-managementliaison.
COMPANYNURSEANDHRSTAFF(BENEFITS)
EvergreenEnvironmentalResources,Inc.(RamcarGroupofCompanies)Sta.MariaIndustrialPark,Balasing,Sta.Maria,Bulacan,PhilippinesDecember2010toDecember2012
· Managestheimplementationofmedicineinventoryandissuancepolicyoftheplant.
· Managestheimplementationofmedicalmanagementandhealthandwellnessprogramoftheplant.
· Ensuringthatemployeesaredeclared"fittowork"beforetheyareallowedtoreportbackattheirrespectiveworkarea.
· Organize the annual physical examination, pre-employment medical exam and other laboratory
diagnosticstestforemployees.
· ActivelyleadstheFirstAidTeamofthecompany.
· Keepingofmedicalrecordsandpreservingconfidentialityofallrecords.
· Assessesoccupationalhealthproblemsinthecompany.
· Accurateandtimelydeliveryofmonthlyandannualreportsconcerningemployeeshealthandwelfare.
· Coordinatesfunctioninthemaintenanceofenvironmentalsanitation.
· Establishescanteencommittee,firstaidcommitteeandcommitteeagainstdrugaddictionandactasitssecretariat.
· ManageshealthbenefitsofemployeeslikeHMOandmedicalreimbursement.
· Preparesandconductbenefitsorientation.
· Ensuresthatemployees’personalrecordsareupdated.

TRAININGSANDSEMINARSATTENDED

2017–
1.AdvancedCodingRulesonInterventionalCardiology&RadiologyAAPC–AbuDhabiLocalChapter.
2012–
1.TrainingsforInternalAuditorsregardingISO9001(QualityManagementSystem),ISO14001(EnvironmentalManagementSystem)andISO19011(Guidelinesforauditingmanagementsystems.–Assist168PartnersLtd.
2.StandardFirstAidtrainingforHealthCareProviders–PhilippineNationalRedCross
2011-
1.BasicLifeSupport–CardiopulmonaryResuscitationTrainingforHealthCareProviders–PhilippineNationalRedCross
2.StandardFirstAidTrainingforHealthCareProviders–PhilippineNationalRedCross
2010-
1.IntravenousTherapyTraining–AssociationofNursingService AdministratorofThePhilippines
2.SeminaronTheABCofECG:InterpretationandManagementtoSaveaLifeofaPatient.
2009 -1.ScientificSeminaronCommonChildHealthProblems:PyloricStenosis,HirchsprungDisease,Intussusception-IntegratedMidwivesAssociationofthe
Philippines(IMAP)Inc.
2. ScientificSeminaronCommonMaternalHealthProblems:BreastCancer,CervicalCancerandOvarianCancer-IntegratedMidwivesAssociationofThePhilippines(IMAP)Inc.
3. Seminaron AGuidetoPersonalityDisorderandEatingDisorder

PERSONALDATA

Dateofbirth:
September29,1989
Placeofbirth:
Sta.Maria,Bulacan,Philippines
Age:
28yearsold
Gender:
Female
Nationality:
Filipino
