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Career Objective: 

A challenging position for a suitable job with a growth oriented company, which offers key participation, immediate challenge and an opportunity to refine my skills and unique abilities to contribute to company goals and professional development.

Professional Experience:

ALDIYAFA MEDICAL DIAGNOSTIC CENTRE {March 2018-November 2019}                                      
  Designation: Medical secretary and insurance Coordinator

➢ Serve as the front-line of the Laboratory Department.
➢ Coordinate with the Doctors and staff nurse regarding the patient medical history and etc.
➢ In-charge of Insurance claims and approvals
➢ E-mail reports and acting in-charge as Insurance Coordinator and claims processor.
➢ Monitoring of cash flow, credits, and medical insurance.
➢ Typing and assessing of laboratory reports before dispatching.
➢ Knowledgeable in differentiating normal and abnormal range of laboratory result.
➢ Send out blood samples to the referred laboratory.
➢ Handle customers billing through Pro-clinic System.
➢ Knowledgeable in ISO 15189 2012.
➢ Answer telephone calls and schedule patient appointment in the laboratory.
➢ In-charge of filing medical reports.
➢ Ordering medical supplies and stationeries.

Badr al samma medical Centre LLC, Dubai (Jan 2013- April 2017(4yrs) experiance)
Designation: Customer Care / Front Desk Executive and insurance Coordinator.
· Resolving the query of patients regarding coverage of insurance
· Sending and  receiving  the e-mails, calls  and coordinating   with        relevant departments and  the staff  and  patients
· To maintain medical records and report statistics when required.
· To take approvals from insurance companies
· To register patient according to hospital protocols
· Assigned the responsibilities of handling outbound and inbound calls
· To schedule appointments

         Highlights:
1. Sending faxes and emails to the insurance companies to obtain pre-approvals or by telephonic communication in terms of verbal pre-approval in emergency cases.
1. Maintaining a high standard of personal care of the patients treatment on behalf of insurance policy.
1. Calling insurance companies for verifications and clarifications for the health benefits of insured members.
1. Getting approvals for medical procedure.
1. Ensuring coverage of claims, guiding staff for current usage of claim forms, approval papers.
1. Coordinating with insurance companies for obtaining information on new policies and their coverage.
1. Explaining coverage of medical benefits to patients when required.
1. Assisting invoicing department in insurance processing and billing.
1. To network with insurance companies to obtain accreditation as a provider.
1. To liaise with insurance companies regarding eligibility, payments, approvals, reconciliation and other requirements.
1. To liaise with patients regarding their eligibility and entitlements.
1. To maintain and update records related to pre-approvals and reconciliation.
1. To coordinate and cooperate with colleagues of the same department and other related departments for smooth running insurance operations.
1. Acquired specific CPT and ICD codes to ensure proper treatment and billing of all detailed procedures.    
             handling various customer queries related to medical consultation.
       Assisting the customer with necessary details related to doctor schedules and          medical procedures.
       Helps in training of new staffs.



Blue Seven Star									
Designation: Sales / Marketing Assistant
  Responsibilities:
· Defining and implementing marketing plans in order to create new leads 
· Bringing new ideas to improve the marketing strategy 
· Improving and promoting the new website  
· Producing articles and put them online  
· Building partnerships with textile industry’s NGO



Max Infosys								              
Designation: Customer Care Executive/ Tele Marketing	  
  Responsibilities:
· Direct distribution of product or service.
· Develop and follow up on business leads.
· Cold call, direct email, and perform other lead generation activities.
· Persuade potential customers to purchase a product or service 
· Obtain or verify customer information, including address, phone number
· Enter information into computers.
· Explain products or services in detail.
· Answer questions from customers.
· Record transactions.
· Follow up on prospective leads.
· Answer telephone calls about placing orders.
· Resolve customer issues 
· Obtain names and numbers of potential customers
· Follow up to customer correspondence.
· Conduct customer surveys to ascertain level of customer service.
· Schedule appointments for sales representatives to meet with potential clients.
· Follow up on orders to ensure product made it on time.


Personality / Strength:

· Ambitious, fast and smart, Open-minded & eager to learn.
· A hardworking person who enjoys taking on additional responsibilities.
· Dedicated to achieving customer satisfaction.

Education: 

· GRADUATION in  Bachelors of Arts, from  Karpagam  University Coimbatore, India,
· BTEC (HNC) in Aviation, Hospitality & Travel Management, from Frankfinn Institute of Airhostess Training, Awarded By Edexcel United Kingdom.

· Undergone Swimming Training from Lekshmibai National College For Physical Education, Awarded by Sports Authority of India.
· Trained in Fidelio, Galileo.Hms,Pro Clinic.
· First aid certificate from St John’s Hospital (REDCROSS).
· Undergone In-flight Training from Jet Airways.






I.T Skills:
· Skilled with MS Office
· Operating Systems: Vista, Windows 8, Windows 10

Major Achievements 
· Awarded first prize in dance.
· Successfully organized various functions in my school.

Personal Details:
· Nationality	:  Indian
· Sex		:  Female
· Marital Status	 :  Married 
· Date of Birth	:  03-06-1990
· Passport No        : M2203656 
· Languages known : Malayalam (Fluent), English (Fluent), Hindi (Fluent)


Reference Upon request
                                      
Declaration:

I hereby declare that the above mentioned information’s are true and correct in best of my knowledge.
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