
	
	
	For the post

	
	
	

	Curriculum Vitae
	

	
	

	Personal information
	

	Surname(s) / First name(s)
	 Ruchi Dutta

	Address(es)
	E-120, Om Vihar phase-5, Uttam Nagar, New Delhi -110059

	Telephone(s)
	9958777917
	
	

	E-mail
	raavia85@gmail.com

	Nationality
	Indian

	Date of birth
	18 Nov 1983

	Gender
	Female

	
	

	Professional goals
	

	Type of job
	Full-time

	Professional goals
	Professional development, 

Implementation of skills

Learning of new elements

	Work experience
	

	
	

	Occupation or position held
	Customer relationship manager 

	Dates
	January 2016- current

	Name and address of employer
	Dentzz Dental Care

	Type of business or sector
	Health care industry

	Main activities and responsibilities
	  International and national customer handling and rappo building. Procedure analysis and negotiations, billing and invoice handling. Calls handling, appointment booking and follow ups. Coordination with different department s and branches, as well as with doctors. Daily appointment and collections reports mailing. Monthly reports mailing. Petty cash maintenance. Other bills handling and recordings. Punching record handling. Branch supervision and stationary and other important inventory maintenance. Other administration activities etc. 

 

	
	

	Occupation or position
	 Senior counsellor

	Dates
	September 2015– December 2015

	Name and address of employer
	Frankfinn Institute pvt ltd

	Type of business or sector
	Bpo

	
	

	Occupation or position
	Unit Sales Manager

	Dates
	February 2008– January 2009

	Name and address of employer
	ICICI Lombard General Insurance Ltd.

	Type of business or sector
	Insurance sector

	Main activities and responsibilities
	Bancassurance  channel handling, worked with ICICI prudential, Indiabulls, Barclays home loan processes.  

	Education and training
	

	
	

	Name and type of organization providing education and training
	Apollo Medvarsity 

	Dates
	2015

	Subject
	Hospital Administration

	Title of qualification awarded
	Post Graduation Diploma 

	Graduation

Dates

Subject 
	D.U (Correspondence)

2010

B.A(Humanities)

	Professional skills and competences
	Good at Customer handling, reppo building, Administration knowledge. Basic Computers knowledge.

	Languages Known 
	English

Hindi

	
	

	Skills and competences
	Ability to work under pressure

Adaptive and creative

Excellent teamwork

Good communication skills



