
CURRICULUM VITAE

CAREEROBJECTIVE:

AzealtoexcelatmyworkandfacilitatethefunctioningandprocessesofInsuranceclaims.Proficientincoding
clinicaldiagnosis,preparingandabstractingmedicaldataforinsuranceclaimsandhandlingclientqueriesand
complaints.Wishtobeapartofenvironmentwhereinresponsibilitiesarenotdictatedbuthandedoversothatone
canputinone'sbestatit.

PreviousExperience:

LLHSPECIALISTMEDICALCENTER(VPSHEALTHCARE)FROM DEC2017-PRESENT

InsuranceCoordinator

Duties:

• Performingasaliaisonbetweeninsurancecompanyandprovidernetworkagreements,empanelmentofthe

newinsuranceandcontractrenewal.

• Supervise,processandmonitorclaim submissions,resubmissionandensureaccuracyinprocessing

insuranceclaimsandtimelyapproach.

• Reviewandmonitordenialreasonsanddiscrepancies,processclaimstominimizerevenuelossandmaximize

reimbursement.

• Processclaim forms,adjudicatesforprovisionofdeductibles,co-pays,co-insurancemaximum andprovider

settlements.

• Enterandreviewtheclaim dataintosystem,alsomakesurethatthereisnoininformationareomitted.Enter

claimsintocomputerutilizingknowledgeofCPT,ICDcodesandmedicalterminology.

• Manageinsurancepoliciesandclaimsandlitigationsfiles.

• Maintaininginvoicesforpremium payments.

• Createadetailedsummaryreportoffiledclaimseachmonthandkeeptrackofthepayments,reconciliation,

discrepanciesanddenialsforreportingandfilingpurposes.

• Filingallsubmittedclaimsandduplicateofpaperclaimsforauditpurposesandresubmissionforour

referenceifin-casethereisadenial.

• AssistandconductatrainingfortheFrontdeskexecutivesregardinginsurancepoliciesandtheclaims

departmentstaffincarryingouttheirdutieseffectively

• Answerinquiriesfrom memberonthesubjectofclaim,eligibility,coveredbenefits,insuranceinclusion,

exclusionsandapprovalstatusissues

REEM MEDICALCENTER(AVIVOGROUP)FROM JUNE2016–NOV2017

InsuranceCoordinator

Workingaspartofateam andsupportingtheofficemanager.Responsiblefortheday-to-daytasksandsecretarial

dutiesoftheofficeincludingtocoverthereceptionarea

Duties:

 Submitpre-authorizationrequesttoinsurancecompaniesthroughemail,onlineentryorfaxandaswell

astakingverbalapprovalforurgentcases.

 Properknowledgeinguidelinesandtariffforproperdocumentationandinvoicingtopreventrejections.
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 Prepare,and/ormaintainreportsonbillingactivities.

 AssistsandreviewsclaimsandE-claimspreandpostsubmissiontodeterminecompleteness,accuracy

andcollectionofunpaidanddeniedclaims.

 KeepsupdatesonpoliciesandprotocolsofInsurancesandDHAforclinicsperusal.

 Participateandcontributetodepartmentalqualityinitiatives.

 Perform anyjob/taskasandwhenassignedbythesuperior.

ZAKIRSTEELSTRADINGCORPORATION(JUNE2015–JAN2016)

LegalAssistant

Duties:

 Provideadviceandprofessionalsupporttotheheadoflegalservicesasrequired.

 Assistthebusinessinadherencewithallvariouslegalrequirements.

 Draftingformsforcontracts,employmentandotherpolicieswithlegalsignificance.

 Handlingclaim disputesandfilingreturnsintime.

 Followupthepaymentsandpreparethedocumentstotakelegalactionifclientsdidnot

makepaymentatrighttime.

 FilingtheVATTaxandCSTTaxthroughonlineasperthecompanylawevery

month.

 Maintainingallstaffpersonalfiles.

 Meetingandgreetingclientsandvisitorstotheoffice.

FIRSTSOURCEPVTLTD(OCT2011–FEB2015)

SENIORCUSTOMERSERVICEASSOCIATE

Duties:

 Getthecustomerrequestsfrom thelinkandmail.

 ValidatethecustomerrequestsandkeepthedatainExcelasperSOP.

 Finallyreportthestatusthroughthemailoruploadthestatusthroughthelink.

 Dashboardpreparedandsharewithoursuperiorsandourclient.

 Mailingactivityandescalatetohigherofficialifanyrequirementsneedtoourteam.

 Handlingtheteam andschedulethebreaktimeandgeneratingtheteam adherence

reportwhileTLisnotpresent.

HINDUJAGLOBALSOLUTIONSPVTLTD(DEC2010–JUL2011)

SENIORCUSTOMERCAREEXECUTIVE

Duties:

 Handletheinboundcallsfrom thosewhoareusingAIRTELSIM.

 ClarifytheCustomerQueriesandProblems.

 TrainedtheCustomer,howtoconnecttheinternetinPCthroughMobilephone.

 CleartheInternetConnectivityproblemsinMobilephonesandinPC.

Strengths:



 Ahardworkinganddeterminedindividualwhoworkswellinateam environment.

 Dedicationtoworkandeagertolearnnewtechnologies.

 VerygoodtypingspeedinEnglishandArabic

 ExcellentknowledgeinMS-Excel,MSWord,MSAccess,Outlook.

EducationalQualification:

Qualification Institution Board/University
Yearof
passing

Percentage

Bachelorof
Law

GovtLawCollege,Vellore
TamilNaduDr.Ambedkar

LawUniversity
2015

Course
Completed

B.Sc(C.S)
MohamedSathak
college,Chennai

UniversityofMadras 2010
62%

PersonalDetails:

DateofBirth : 28-02-1986

Gender : Male

MaritalStatus : Married

Nationality : Indian

Religion : Muslim

LanguagesKnown: English,TamilandBasicArabic

Hobbies : PlayingCricket,ReadingBooks.

E-mailid : rajaabsur@gmail.com

PermanentAddress : 24/62,SmallMosqueStreet,KallidaiKurichi-627416.
TirunelveliDistrict.

PassportDetails:

PassportNumber:N5552687

DateofIssue :15-12-2015

DateofExpiry :14-12-2025

VisaStatus :Employment

Declaration:

Iherebydeclarethatallthedetailsfurnishedabovearetruetothebestofmyknowledgeandbelief.

DATE:

PLACE:AJMAN. P.RAJAABSARMOHIDEEN


