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       Resume
 Mrs. Saroj Verma
WZ- 22 SHAKURPUR VILLAGE

18th AUG 1981

9873026240,9811998113

 E-mail.com-:simiverma1981@gmail.com
==================================================================
Aspires to pursue challenging assignments in LAB REPORTING/ X-RAY .or computer operator positions with a reputed organization

Location Preferred: Delhi/NCR 
 Core Expertise
==============    
WINDOW-98, MS-OFFICE , FOX PRO, HTML, INTERNET SURFING,HMS (HOSPITAL -MANGEMENT SYSTEM, LAB MATE SOFTWARE)
Educational Cres
  X from C.B.S.E. Board (1996 - 1997)
  XII from C.B.S.E. Board  (1999 – 2000 ) 
  B.A (Pass) from Delhi University
IT Knowledge
· Windows Environment & Internet

· Ms-Word, Ms-Excel, Ms-PowerPoint

· DCBA(Diploma In Computer For Business Application) Form DICS(DELHI                           INSITIUTE OF COMPUTER SCIENCE) Feb2001-2002
 EXPERIENCE:
1 YEAR EXPERIENCE  IN “Ganesh Diagnostic & Imaging Centre Pvt. Ltd “. Worked as A  computer -operator (ULTERSOUND , X-RAY  REPORTS .)OR BOOK ALL TEST  IN “LAB -MATE”SOFTWARE
Currently working-:
KHETARPAL HOSPITAL WORKING AS A LAB And X-RAY REPORTING IN
“HMS” SOFTWARE (HOSPITAL MANGEMENT SYSTEM SOFTWARE). OR BOOK ALL TEST AND GUIDE PATIENTS AS PER DOCTOR SLIPS..
DUTIES:
*Maintain all file records.

*Scan all out side blood reports and attached with Reg no.

*Makes a all lab reports in HMS software.

*Knowledge of all types of  test  .

*Handing all out and incoming  calls.

*Cash handling & bill payments.

*Inform all Patient to collect own biopsy reports. 

*Types all X-ray reports.
Personal Details:
· Date of Birth
18th august1981 
· Father's Name  
Mr. Roshan lal ji 
· Husband name                Mr.Parmod verma
· Marital Status 
Married
· Languages Known  Hindi and English
· Contact No.   9811998113,9873026240
STRENGTHS:
          Confident, Hardworking, Team Spirit, Initiative, Zeal To Learn And Growth Oriented.

I proudly record that my aim in life is to shape high and high and believe in  "SERVICE WITH A SMILE”.  I assure my unflinching loyalty and efficient functioning to live up to the expectations of my superiors in performance of the duties assigned. 

SAROJ VERMA

PLACE- DELHI
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