	Seema Ahmed                                                                                                                       

Home Phone: 847-324-4620 

Cell Phone: 847-833-8533

6367 Andover Dr.

Gurnee, IL. 60031 

 

Objective
Applying for the position of a Machine Operator at your organization where I can utilize my skills, education and experience.

 

Leadership Skills & Job Functions
Demonstrates proficiency in communication and maintain good relationships in order to coordinate services with other departments. Responsible to handle the daily tasks in

a professional manner by following guidelines of hospital policies and procedures.  Ensure department functions are performed in a timely, efficient, accurate, and customer focused manner. Collaborate with physicians to meet organization goals and objectives. Maintain physician and patient’s schedule. Maintain and assess problems by determining the root cause that will facilitate the process to run smoothly. Highly focused with the ability to work in a self-directed environment.

 

Education
2010  University of Phoenix     Phoenix, Arizona

Bachelors of Science in Health Administration (BSHA)

 

2009  North Shore Hospital Skokie, IL

Training achieved in Epic system

1993 Wright College Chicago, IL

Associate of Arts

Certification in computers and word processing.

Typewriting skills with 60-70 words /minute

Academic Work
Grade Achieved: Average Grade – A- 

GPA Achieved - 3.73

Skills Achieved
Managerial and Leadership skills; Skills to increase business efficiency, decrease customer problems and increase efficiency with customer and patient care. Follow the protocols, standards and regulation to meet validations, quality and rules. Learned current trends of health care market, communication skills and health care management.

Experience
2006 – Current North Shore Skokie Hospital Skokie IL

Patient Accounts Specialist

Ensure all patients are registered with current demographic and insurance data by utilizing all tools provided. Ensure that each patient is provided accurate information about their care and receives exceptional customer services through courteous and prompt responses to their needs. Ensure that all ER admitting processes and flow are conducted in a timely manner. Manage a wide variety of public contact, including conflicts, with patient, tact, and discretion.

1995 – 2006 Lutheran General Hospital Park Ridge, IL

Patient Registration Representative

Coordinated and documented a highly accurate patient personal and medical coverage information in the form of admission, re-registration procedures in the most timely and cost-effective manner. Performed revenue enhancement procedures in the form of monetary collections for outstanding balances, out of pocket expenses, self-pay and/or co-payments for outpatient tests/procedures. Performed all job duties under the highest Customer Service standards which not only meet but exceed customer expectations.

1994 – 1995 Lincoln West Hospital Chicago, IL

Clerical Coordinator

Under the direction of the Clerical Supervisor and the Director of Radiology, performed all clerical duties associated with being a receptionist. Used the hospital computer system for inquiries and paperwork involved with patient care. Demonstrated the ability to perform function of PACS when performing image clerk duties.  Visually monitored the waiting room areas and responded to patient/family needs. Answered phones and used the phones to page overhead and transfer calls. Operated all office workstations, printers, fax machines and copy machines. Monitored supplies and submitted requests for restocking.  Performed other clerical functions as necessary.

1991 – 1994 Edgewater Medical Center Chicago, IL
Radiology Receptionist

Greeted and Checked-in patients and facilitated accurate communication by using the Radiology modalities and excellent customer service skills. Entered orders and requisitions on all walk-in patients. Followed departmental guidelines, transcribed orders, entered requisitions on all unscheduled patients. Answered, screened and directed phone calls. Followed departmental procedures and HIPAA guidelines, asked appropriate questions and used independent judgment to effectively disposition telephone calls.

Accurately edited patient demographic and insurance information at the time of scheduling and check-in. Worked with Radiology technologists, coordinated the transportation of in-patients to and from Radiology, if Radiology Tech Asst. not available, transported patient.

1990 1991 Rush Presbyterian St. Luke's Medical Center Chicago, IL

Wellness Center Receptionist

Greeting patients and visitors, assisting patients with their co-payments and insurance questions, filing, pulling charts, and various other duties connected with the physician's office. Answering and routing phones, verifying insurance, pre-certifying insurance, scheduling new appointments, new patient registration, appointment reminder calls and emails, existing patient scheduling, weekly retention reports, checking patients in and out and daily patient interaction.

Hobbies
Gardening, Reading, Cooking and Listening to Music.

References
Available on Request.


