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: Indian                            
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Status

: Married 
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	SUMMARY


A highly skilled individual with more than 20 years stable and progressive experience. Possess proven personnel, customer service, Human Resources, and medical skills as well as diversity in written, verbal communication and leadership. Apply excellent critical thinking and problem resolutions skills to all projects undertaken. Employ highest levels of customer service and quality control to daily operational practices and to ensure client satisfaction. Regularly take on added responsibilities involving administration and other duties. Possess effective management, technical and supervisory skills. Have demonstrated ability to meet the needs of employees, dependable, hard working, reliable, and punctual. Use clear, concise communication skills in conjunction with organizational skills to perform daily duties. Met or exceeded all performance goals to date. Work well as a team member or independently. Commended for dedicated work ethic and rewarded by all employers to date.
	WORK EXPERIENCE - UAE


MetLife Alico Insurance 
Dubai

Medical Coder

(Jan 2014-Jan 2015)
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Dubai World Central

Dubai Aviation City Corporation
HR Coordinator
(Feb 2008 – Feb 2011)    
· Set up/Open files for all Dubai World Central employees Health and Life Management with supportive documents for the employee and his dependants. 
· Conduct market research in identifying appropriate service providers on Health, life, workman compensa[image: image2.jpg]4> Al-fittaim
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tion, and Employer’s liability.
· Frame requirements based on strategies/categorization to the Insurance brokers/ service providers in inviting quote as per the requirements as instructed from reporting head.
· Study, analyze, evaluate and submit comparison report on all Quotes received and recommend most suitable broker/services providers based on various factors; attractive scheme, premium, geographical coverage, benefits, brand image, network, etc 
· Intimate the approved/update policy cover to all DWC staff for smooth operational and adherences purposes.
· Verify reimbursement claims has supportive documents and ensure its compliances with the policies and procedures. Assist in attaining supportive documents on liaising with the hospital/Clinics personal for those missed records.
· Submit weekly disbursal claims to the broker/ service provider to ensure timely reimbursement. Follow up or troubleshoot with the brokers/service providers to achieve desired results.
· Add/delete employee to maintain all records in system and manual on a regular basis. Submit reports to the brokers/service providers and reporting head.
· Schedule new employees for the medical test & follow up with the hospitals in coordination with assigned personal.
· Conduct research and recommend new medical practices to enhance and support health services management in DWC as per strategic needs.
· Handle and manage employee request to meet business travel needs on Hotel Reservation, Air Ticket, Airfare, Transfers, etc Ensure the travel process administered are as per the defined policies and procedures.
· Maintain excellent relationship with DNATA or the authorized travel agent for smooth operational purposes. Communicate and ensure employee awareness on update issues related to business travel and group/travel insurances.
· Submit expense reports on Health Insurance, business travel, and other associated function on a periodical basis for review purposes 
· Provide full administrative and support services, draft routine correspondences and meeting arrangements within the department as well as for visitors to the company.
· Assist in recruitments, CV evaluations, conducting interviews.      
Al Futtaim Willis LLC
Medical Claims Assistant Manager
(March 2007 - Jan 2008)
· Handled the medical claims of all clients of the company
· The duties entailed, collecting, reviewing, dispatching claims to the insurers; following up on settlements; negotiating and helping settle disputed claims, which were denied or suspended.
· Medical underwriting to cater to clients needs
· Marketing the company’s excellent medical department, to prospective clients 
· Account management
· Giving product information to the customer's so that right information goes to the customer.
Al Rafa Hospital for Maternity and Surgery
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 - Feb 2007)  
· Ensuring the comfort of all patients attending the hospital, both inpatients and outpatients
· Incharge of the reception and overall supervision of duties of the customer care staff
· Conduct surprise checks of wards, nursing stations and theatres to ensure order
· Training staff in etiquette and customer care
· Meet medical representatives and pharma company staff to discuss promotional offers for the hospital and patients.
	WORK EXPERIENCE - INDIA


Childs Trust Hospital -Chennai 
Head of the Department Of Microbiology
(Sept 1998 - Nov 2000)
Christian Medical College and Hospital
Associate Research Officer, Department of HIV
(Aug 1993 - June 1996)
Cancer Institute - Chennai
Assistant Microbiologist
(Nov 1991 - March 1993)
National Institute Of Virology - Pune Technician (Dec 1989 - June 1991)
	ADDITIONAL SKILLS


· Medical Transcription
	QUALIFICATIONS 


· MSc MICROBIOLOGY—Pune University –Passed with Distinction
· MBA (HR and International Marketing)--- Symbiosis Institute Of Management Studies, Pune—Passed with Distinction
· MHM---Symbiosis Institute of Health Sciences—Passed with Distinction
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