Trisha Lori-Anne Jacobs
ID: 890708 0028 08 5
Home Address: 25 Bream Close, Newlands East, Durban, 4037
 (W) 031 581 2588 • (M) 082 261 3210 • trisha.l.jacobs@gmail.com
Female • Coloured • Single • Code 08 (Drivers license and own vehicle) • English

Key Skills 


Excellent communication skills, both written and verbal 
Innovative thinking and Problem solving
Active listening, conflict resolution and customer service
Computer literate
Adaptability and decision making
Require minimal supervision
Maintain a positive attitude
Team worker
Experience on the SAP system
Administrative skills – Competent in Microsoft Office – Word, Excel, Outlook, PowerPoint

Employment History


Client Relations Officer and Credit Controller, Lenmed EThekwini Hospital and Heart Centre
(October 2017 – May 2021 Credit Control)
(June 2021 – Present)

Achievements and responsibilities: 

Managing outstanding claims
Dealing with queries
Telephonic queries
IOD Claims
Contacting external companies for outstanding IOD documentation
Reconciling remittances
Contacting debtors for outstanding accounts
Contacting medical aids for settlements of outstanding accounts or short paid accounts
Resolving short paid account queries
Working over payments and ensuring actions taken to refund patient where necessary
Confirming bank details in writing with payees’ 
Ensure all credit or debit journals raised where applicable
Understanding WCA documentation for successful claims to be processed 
Company queries
Handling account related queries
Reconciling remittances and reports 
Liaising with Case management with regards to rejections
Pivoting and merging reports



Assisting COVID Virtual Visits, Lenmed EThekwini Hospital and Heart Centre
(August 2020 – Present)

Achievements and responsibilities: 

Contacting families to arrange appointments
Updating reports for occupancy and patient movements
Providing next of kin details for families to be contacted
Compiling feedback of actions taken for the day of families contacted

Secretary (Voluntary), Newlands East Watch Community Safety (NPO)
(November 2018 – Present) 

Achievements and responsibilities: 

Creating admission forms and indemnity forms
Emailing suppliers
Data capturing
Minutes of meetings
Requesting sponsorships
Public announcements
Assisting community complaints and allocating to the relevant people
Creating meetings – NPO and community based

Receptionist and Credit Controller, Netcare St. Augustines Hospital, Glenwood
(October 2010 – February 2013 Receptionist)
(March 2013 – September 2017)

Achievements and responsibilities: 

Admitting patients
Dealing with queries
Directing visitors and patients
Telephonic queries
Fire Marshall for the department (NOSA Certified)
Credit Control
Reconciling remittances and reports 
Patient queries
IOD Claims
Assisting external companies with required documentation
Company queries
Handling account related queries
Contacting medical aid for authorisation
Ensuring claims are registered for IOD claims
Switchboard experience
Copying of hospital records
Filing, scanning and printing documents 
Contacting debtors for account payments
Contacting medical aids for settlements of outstanding accounts or short paid accounts
Resolving short paid account queries
Working short payments and ensuring they are correctly coded with a hand over reason
Working over payments and ensuring actions taken to refund patient where necessary
Confirming bank details in writing with payees’ 
Ensure all credit or debit journals raised where applicable
Ensuring all payments in the clearing account have the relevant remittance advice
Ensuring all patients are advised as soon as their accounts are short paid by sending auto letters
Ensure all requests for hospital records by patients, attorneys, police and insurers are structured with the use of the application forms, with consent from the patient and payment tendered before it is dispatched.
Completing Private/Foreign estimate templates
Understanding WCA documentation for successful claims to be processed 

Cashier, Sales Assistant and Information Desk Consultant, Woolworths, Musgrave
(August 2009 – September 2010)

Achievements and responsibilities: 

Processing purchases
Assisting customers with purchases
Sourcing merchandise for customers
Ensuring a clean work environment
Fire Marshall for the department
Maintaining a clean work environment
Experience in stock take
Ordering stock

Safety Marshall, Elgin Brown & Hamer, Bayhead
(January 2008 – July 2009)

Achievements and responsibilities: 

Ensuring a safe work environment
Monitoring members are working safely
Ensuring fire extinguishers are serviced and in a safe manner
Adhering to policies and procedures
Ensuring employees are wearing the correct safety atire
Education


Sparks Estate Secondary School (2004 - 2007)

Matric (Senior Certificate) – English, Afrikaans, Mathematics, Geography, Biology

Alison (2017)

Introduction to teaching English as a second language

Lenmed (24th January 2019)

Customer Service Experience Workshop
Hobbies & Interests


Reading
Sewing
Organising events and co-ordinating in the community
Community cohesion
References


Mr Roland Govender		079 640 4407
Supervisor, Elgin Brown and Hamer

Mr Ernest Hulley		081 592 3348
Foreman, Elgin Brown and Hamer

Mr L Van Vught		074 182 7192
Manager, Woolworths

Mrs A Allen			083 290 8732
Netcare Regional Finance Manager

Mrs T Janse Van Rensburg	082 416 7727
Financial Manager, St. Augustines Hospital

Mr A Peterson			071 352 4224
Chairman, Newlands East Watch Community Safety 

Mr F Khan			031 581 2620
Patient Services Manager, Lenmed EThekwini Hospital and Heart Centre 

Mrs S Govindsamy		078 226 9112
Ex - Credit Control Manager, Lenmed EThekwini Hospital and Heart Centre
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