
 

 

BYJU CHACKO  Objective 

 
 

Actualize and enhance my abilities in my profession, utilizing my 

knowledge in the field of commerce through an organization with dynamic 

and compassionate work environment where hard work, dedication and 

efficiency paves way for a fulfilling and fruitful service. Team player 

dedicated to quality, continuous improvement and bottom-line objectives. 

Personal Skills: 

 Leadership 

 Ability to organize events. 

 Always trying to update my knowledge. Have the ability to work 

under pressure. 

 A team player, detail oriented and resourceful. 

 
Email ID: 

byjuchackot15@gmail.com 

Contact Number 

 :+91 8606851915 Academic Profile: 

 

Passport Number 

: P3401997 

B. Com: Bachelor of Commerce  (JUNE 2012) 

Plus two: Kerala Board  (MARCH 2002) 

SSLC : Kerala Board  (MARCH 2000) 

Address:  

Experience: 
Mankotta (H) 
Niranam P.O 

Thiruvalla, Pathanamthitta, 

PIN 689621 

Kerala, India 

Worked as an Accounting clerk in the department of Billing (Inpatient and 

Outpatient) in As-Salama HospitalCo. Al Khobar, Saudi Arabia (April 11, 

2012 to July 23, 2020) 

  
Duties and Responsibilities 

 

Personal Data 

 Prepare and submit billing data and medical claims to insurance 

companies. 

 Ensure the patient’s medical information is accurate and up to date.  

 Prepare bills and invoices, and document amounts due to 

medical procedures and services. 

 Collect and review referrals and pre-authorizations. 

 Monitor and record late payments. 

 Follow-up on missed payments and resolve financial 

discrepancies. 

 Examine patient bills for accuracy and request any missing 

information. 

 Investigate and appeal denied claims. 

 Help patient’s develop patient payment plans. 

 Maintain billing software by updating rate change, cash 

spreadsheets, and current collection reports.  

 Freezes all the bills according to the main company 

 Checks accurately each bills according to the amount of each item, 

discount, collection, VAT amount and net amount 

 Audits all supporting documents and sends a list of lacking 

documents to departments concerned for completion purposes. 

 Make sure that everything is complete and correct. 

Date of Birth:18-02-1983 

Sex : Male 

Nationality : Indian 

Marital Status: Married 

 

Language Proficiency: 

Malayalam, English, Hindi, 

Arabic 

Hobbies 

Reading news, watching football 

Listening to Music 

mailto:byjuchackot15@gmail.com


Knowledge: 

 
 

 Print the invoices. 

 Print final statement. 

 Makes covering letter for all final statements according to each 

insurance company specifications. 

 Generate the E-claim containing the detailed claim data. 

 Packs all the invoices and sends to the insurance companies 

accordingly 

 Assumes responsibility for ensuring continued professional growth 

- Participates in mandatory hospital in-service evidenced by 

documentation 

- Attends regular office meetings as required 

- Promotes professional growth by sharing knowledge and 

information appropriate to given situation 

- Maintains confidentiality of all patient/physician related 

information 

- Establish and maintains a caring relationship with patients, 

families, physicians and all hospital employees 

- Dresses and conducts self in a professional manner at all 

times. Maintains a good personal hygiene 

- Participates in evaluation process as required. 

 Maintains necessary precautions with employees/co-workers in 

accordance with hospital safety policies and procedures 

 Reports to work on time and as scheduled 

 Provides proper notification and advance notice for absence or 

tardiness 

 Works as flexible, overtime as directed 

 Performs other miscellaneous related duties as requested by the 

Finance Manager 

 Participating in Annual Inventory conducted on every financial year 

ending. Verifying clerical computations against physical count of 

stock and corrected errors in computation or count. 

 

 

 Digital Healthcare Solutions (BUPA online Software) 

 Basic knowledge in tally 

 Knowledge in MS office (powerpoint, word and excel) 

 Basic knowledge in Insurance 

 Computer and Internet knowledge 



 

 

 

 
 

I, hereby declare that all particulars furnished in this application are true, 

complete and correct to the best of my knowledge and belief. 

 
 

Reference: Ana Rose 

Hussein Fayad Billing Supervisor 

Head of Finance As Salama Hospital 

As Salama Hospital Al Khobar Saudi Arabia 

Al Khobar Saudi Arabia +966-13-920023552( ext. 217, 211) 

+966-13-920023552 (ext.210) 

 

 

Place: Niranam 

Date: 20.07.2021 

 
Yours Faithfully 

 
 

BYJU CHACKO 

Declaration 















 



 


