Curriculum Vitae

                                                                                                                   Mohammed Aves
Address: No. 2603/A 4th Cross, M.K.D.K Road
                 Mandi Mohalla, Mysore – 570021
                 Karnataka  - INDIA
E-mail id: aves.asfi@gmail.com
Mobile:  +91-9845797377


Looking For The Post Of:
1. Insurance Coordinator / Claims / Submission
2. In – Patient Billing Executive 
3. Medical Records Clerk
4. Receptionist 

Reference: Mr. Irfaz Ahmed, Team leader, Vodafone, Qatar
Career Objective:
Having 14 years of experience in the healthcare department and worked under various departments, and 03 years work experience in hospitality, in INDIA.  I define myself as a confident and a person who constantly look forward for improvisation.  Dedication and determination is my policy towards work.  To serve in an organization where my expertise, hard work and dedication can be put into practice in the direction of organization and personal growth. 
Job Profile:

	1.  Organization             : Brindavan Hospital, Mysore

	     Designation               : Medical Record Executive 

	     Duration                    :  May - 2017 to till date 



 
Brindavan Hospital, a 100 bedded super specialty hospital with advanced wellness center, well known for Trauma center( Neuro Surgery/Orthopedic Surgery/Plastic Surgery), Obstetrician &  Gynecology, Pediatrician, Pediatric Surgery, General Medicine, Gastroenterology, Surgical Gastroenterology, Neurology, Urology, Nephrology, General Surgery, ENT and Vascular Surgery in the province of Mysore, with fully equipped and renowned super specialty health care
Responsibility:

· The manual processing of voice reports dictated by physicians and other healthcare professionals into text format. Healthcare providers voice-record their notes and transcriptionists convert the voice files to text, typically in digital format. with the coordination of Consultant Doctors / Assistant Doctors
Job Profile:

	2.  Organization             : Vikram Hospital Pvt. Ltd., Mysore

	     Designation               : Asst. Manager - Billing

	     Duration                    :  April - 2015 to May - 2016


 

 
Vikram hospitals, a 200 bedded super specialty hospital comprising three units and one advanced wellness center, well known for its interventional cardiology, Gastroenterology and Trauma center in the province of Mysore, with fully equipped and renowned super specialty health care
Responsibility:

· Overall in-charge of In-Patient and Out Patient Billing Department
· Coordinate and manage functions and activities of all the services available and take action if found not to be in order.  

· Solving day-to-day billing issues of Hospital Schedule / Insurance / Corporate. 

· To coordinate with cashless insurance executives for cashless process.

· Transit & implement the management decisions and rules keeping in mind policies & procedures of the hospital.
	  3. Organization             : Vikram Hospital Pvt. Ltd. Mysore

	      Designation               : Billing Executive

	     Duration                    : Sept 2009 to April  2015



Responsibility: 

· Insurance Patients: 
· Getting insurance details of the patient form the patient or relatives
· Getting signature on the patient or attendant on preauthorization form
· Filling up preauthorization form from Consultant Doctor, getting estimation from billing department

· Attends queries which raised from Insurance Company with Consultant Doctor or consent department

· Continuous follow-up with Insurance Company to get authorization

· At the time of discharge, sending final bill/ discharge summary and other relevant documents to Insurance company for final approval 

· Submitting hard copies of the documents to the insurance company with covering letter. Followup with Insurance company executives to get approved amount. 

· Cash / Hospital Schedule Patient : Before admission counseling with patient relatives. Explained the tariff of wards/ Procedure etc. admitting patient under concerned department. 

· Daily updates the bill, calling patient relatives and hand over approximate bill on daily basis, receiving balance amount as on that day.

· Corporate Patient:  Patient received form company or other government sector which the hospital tie up with rates. As per the instruction of company, hospital follow and allot the bed to the patient on their category. Admitting the patient at the time discharge getting signature of the patient on bills, claim form and submitting the same to the concerned company 

	4. Organization            :  Vikram Hospital & Heart care ,Mysore

	    Designation               : Liaison Officer

	    Duration                    : October  2007  to Sept 2009


Responsibility:

· Admission / Registrations 

· Liaising with corporate  and insurance executives/ companies.
· Meeting In-Patients and their attendants on a daily basis and getting feedback, also helping them with anything they required

· Liaising with govt. sponsored like yeshaswini, Arogya Bhagya Yojane etc.
· Facilitator between patients and third party administrators for cashless admission

· Counseling patients about various available schemes like Yeshaswini, Arogya Bhagya Yojane.

· Providing information on rates of procedures to patients, patient information to visitors 

· Usage of the hospital information system wherever necessary for registration, admission and service ordering.
	5. Organization            :  Med Soft Solution, Mysore

	    Designation               : Medical Transcriptionist 

	    Duration                    : May  2007  to October 2007


Responsibility: 

· Works as a Medical Transcriptionist 
	6. Organization            :  Hotal Nalapad Residency, Mysore

	    Designation               : RSOT / Cashier 

	    Duration                    : Aug 2004  to May  2007


Responsibility:

· Receives food & Beverage orders from Rooms.

· Restaurant bills make through KOT receipt.

· Providing different menu rates of Veg & Non Veg for customers to book banquet halls for all kind of parties.

· Day to Day settlement of cash and card transaction to Finance Dept.
Languages known:                         Urdu, English, Hindi and Kannada
Academic profile:

	Qualification


	Year
	Awarding body

	B E in Mechanical Eng, (Discontinued) 
	2004
	Ghousia Eng. College, Ramanagara.

	P U C, Science( PCMC)

	2002
	Farooqia P U College, Mysore

	                        S S L C


	1998
	MES High School, Mysore

	
	
	


Technical qualifications:

Diploma in computer applications        Operating system; windows98






  /2000/XP, PowerPoint
                                                                     Database; MS access, Excel, 

6 Months Medical Transcription Certificate Course: 

Personal profile:.
Date of Birth



:
20th June 1982

Marital Status



:
Married 

Sex





:
Male

Religion




:
Islam

Caste





:
Muslim

Nationality




:
Indian

Height




:
5.11”

Permanent Address


:
# 2603 ‘A’ 4th Cross, M.K.D.K Road,







Mandi Mohalla, Mysore.570021







Karnataka     INDIA
Contact Number



:
+91 - 9845797377






References:   On request

Thanking you





   Your’s faithfully









MOHAMMED AVES

