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WASEEM KHAN

Phone and Whatsapp:+92332-9033811

Email: Waseemkhaan811@gmail.com

W= ABOUT ME

An accomplished professional with a distinguished record in administration, | holded the position of Admin Officer,

Social Mobilizer , Field Associate , and Sales Manager , where | lead, strategize, and drive excellence within my

team. Simultaneously, | maintain a successful career as a freelancer, specializing in data collection, data entry, data

analysis, evaluation, virtual assistance, call representative and medical billing. My ability to excel in both these

careers showcases my commitment to professionalism, adaptability, and the consistent delivery of exceptional

results

B ACADEMIC QUALIFICATION

QUALIFICATION Session Division BOARD / UNIVERSITY
MBA_(I\'/Iaste'rs Of Business 2016 1st Northern University
Administration)

BBA !B'achel.ors Of Business 2012 1st Northern University
Administration)

FSC(Computer Science) 2010 1st Pakistan Degree College
Matriculation(pre Engineering) 2008 1st FG School Nowshera

B = SPECIALIZED COURSES

EXAMINATION Session
Microsoft Office Suite 2012
DIT( Diploma in Information Technology) 2012

B WORK EXPERIENCE/HISTORY

DESIGNATION

ROLES AND RESPONSIBILITIES

Order Booker
International Brands Limited-IBL

2022 - 2023

e Maintaining and updating inventory records, ensuring that stock levels
are sufficient, and coordinating with the procurement team to replenish
supplies as needed.

e  Proper documentation of all orders, invoices, and other relevant records
for auditing and accounting purposes.

e Handling payment processing, which involves accepting payments, issuing
invoices, and following up on outstanding payments and patient

information.

Sales Manager

SEARLE Company Ltd (TSCL)

August-2023

e Analyze market trends and competitive landscape to identify
opportunities for new product development and market penetration.

e Develop and maintain a deep understanding of the medical industry,
including regulations, reimbursement policies, and market trends.

e Build and maintain strong relationships with key decision-makers; such as
physicians, hospital administrators, and purchasing managers:



https://www.iblgrp.com/
https://www.iblgrp.com/

F

Master Trainer

Pro-Growth Organization
(2021-2022)

e Assisted the team in various projects and initiatives. Supported daily
management of the training of the teachers Contributed to improving
onboarding, integration, and off-boarding processes.

e Provided Special pieces of training and seminars to the teachers.

Social Mobilizer

YCP Rotary International (2020)

e Dedicatedly spearheaded and actively contributed to the comprehensive
campaign for the eradication of polio across multiple Union Councils
within Nowshera.

e Implemented strategic initiatives, including vaccination drives,
community engagement programs, and coordinated efforts with local
health authorities, aiming to combat and eliminate polio within these
areas. Through rigorous planning and execution, significantly contributed
to diminishing the prevalence of polio, fostering healthier communities,
and advancing the broader goal of a polio-free society.

B MEDICAL BILLING/VIRTUAL ASSISTANT/FOC WORK HISTORY

DESIGNATION

ROLES AND RESPONSIBILITIES

Virtual Assistant

Calm Psych Group(Feb 2020-April
2022)

e Organized and optimized patient schedules to enhance healthcare
accessibility and efficiency

e Engaged in personalized patient reminder initiatives for appointments.

e Supported patients by facilitating pharmacy calls for seamless medication
ordering and assistance

e Managed calls for prior authorization

e Personal emails for urgent/specific assigned tasks and updates.

e Assisted patients by verifying benefits and managing claim calls

e Check the provider's calendar if there is missing insurance or client
information

e Communicate and escalate issues/concerns as needed.

e Proactively engaged with patients, addressing their concerns

Front Desk Coordinator and billing

specialist

REAC BILLING (March 2022-Feb
2023)

e Checking personal emails for urgent/specific assigned tasks and updates.

e  Prioritize urgent Claim inquiries from the provider.

e Address VOB according to priority/importance in Work base and make
sure that all requests have been handled accordingly.

e Communicate and escalate issues/concerns as needed.

Call Representative/Sales Agent

SEO GHOST LLC(April 2023-July
2023)

e Receive and handle inbound calls from customers

e Provide assistance, information, and support to callers by addressing
inquiries, resolving issues, and guiding them through processes.

e Accurately record and update customer information, interactions, and
details in the company's database or CRM system.

e |dentify and research potential leads or clients through various channels,
such as cold calling, networking, or referrals.

Front Desk Coordinator

MEDBOSS
CONSULTING(March2023-Nov
2023)

e Managing Communications: Answering phones, emails, and online
inquiries promptly and professionally.

e Scheduling and Calendar Management

e  Customer Service: Assisting clients or visitors by providing information,
resolving inquiries, and directing them to the appropriate contacts or
resources.

e Documentation and Reporting: Creating reports, compiling data, and
maintaining documentation related to front desk activities or metrics.
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B = PORTALS AND SOFTWARES USED

SOFTWARES

PORTALS

Luminello

MD Toolbox

Simple Practice

Cigna wellfleet

Kareo Availity
Advance MD NGS Medicare
Airtable Optum Health
Serenity UHC

TalkEHR Trizetto

BT SKILLS AND PROEFFICIENCIES

SKILLS AND PROEFFICIENCIES

e  Medical Billing

e  Reception Management

e Virtual Assistant

e Appointment Scheduling

e  Front Desk Coordinator

e Call representative

e  Microsoft Word

e  Accounts receivable

LANGUAGES

e English - Excellent (Written & spoken).
e  Urdu- Excellent (Written & spoken
e  Pashto- Excellent (Spoken).




