
Azra  Kandic
62-64 60th st 1st floor
Ridgewood, NY 11385
PH: 347-735-7041
Azra625@yahoo.com
To whom it may concern,

As a person seeking to find employment within your establishment, I would like to inform you that I have 15 years of experience in this hospital setting in various capacities such as Billing Coordinator, Accounts supervisor and Administrative support staff. Presently I am exploring other options due to the longevity at my current location.   I have worked with various disciplines and extremely comfortable with working closely with upper-management. I am known to be extremely responsible and reliable and work well under pressure and able to produce results in a timely manner. 

I am a hardworking individual, who is capable of contributing and producing results immediately.  I am dedicated to my responsibilities, efficient and can multi-task and extremely proficient in various computer applications. I can work well in a fast paced environment and I can learn the particularities of the expected job responsibilities exceptionally fast and I can work well within the culture of your organization. 

 I would very much appreciate an opportunity to meet with you so that you can gain a true understanding of my potentials and skills.  If you find my credentials and experience to be suitable to your current needs; please contact me to schedule an interview. 
 Thank you for your time.
Sincerely,
Azra Kandic 
Azra kandic

62-64 60thst 1st floor

Ridgewood, NY11385

347-735-7041

GOAL 
Obtain a position where I can utilize my experience and skills, therefore providing 

dependability, loyalty, and commitment. I am a hardworking individual who 

wants to work for an establishment that can provide support, as well as 

opportunity for growth and/or advancement.

WORK EXPERIENCE 


2008-Present  
Unit Administration Support The Holliswood Hospital
Hollis, N.Y.


Responsible for assembling material for reports and specific questionnaires, 

answering the telephone, take messages and give factual information within the 

guidelines of H.I.P.P.A. law; order office and clinical supplies, maintaining patient 

records, including patient census, transfer and discharge forms, transcription of 

physician orders; Coordinate and schedule patient’s appointments both inside 

and outside facility; type-up clinical summaries for medical certification and/or 

aftercare placement.

· Use of Medi-tech system to enter vitals, allergies, pregnancy status, safety precaution level, entry of Opiate withdrawal assessment/Sedative withdrawal assessments.
· Obtain lab results and notify M.D. of abnormal results.
· File and update legal status on all patients; legal paperwork such as, applications for Medication over Objection, 9.13, 9.33 (to retain patients and convert to involuntary status). Convert patients from voluntary to involuntary status.
· Maintain patient’s schedules, patient’s roster, and track changes for therapeutic group
6/99-11/08
Patient Acct. Supervisor
The Holliswood Hospital
Hollis, N.Y.
Provided supervision for all patient account representatives who provided billing and processed claims for inpatient and outpatient services. .Screened follow-up calls, write-off of money and/or movement of outstanding money to appropriate payer after review of explanation of benefits. Review of managed care denials, arranged payment plans for self-pay accounts. Assure payments are of negotiated contracted amounts.  

· Closing of day after all payments and charges are entered into system.
· Created projects for aged accounts due to managed care denials and processing appeals for payment.
· Providing Doc to Doc appointments with insurance companies to show medical 
· Set up monthly staff meetings to discuss concerns of the department as well as future set goals/monies received .
· Disciplined staff when appropriate.
· Oversee and track reimbursements from various providers accordingly. 
12/97-6/99
Billing Coordinator 
The Holliswood Hospital
Hollis, N.Y.



Worked with various insurance companies in terms of making claims as well as benefit 

verifications on inpatient/outpatient outstanding claims. Worked primarily outstanding 

claims and worked closely with upper-management in problem-solving and 

trouble-
shooting.  Data –Entry to appropriate systems and coordination with 

various program directors.  Processed claims accordingly and generate reports 

accordingly. 

EDUCATION

Present
N.Y.C. College of Technology




Brooklyn, N.Y


Human Services
SKILLS

· Type approximately 45-50 wpm
· Efficient in Microsoft Word, Excel and Powerpoint

