RESUME

RAHUL RAI

Mobile : +91-9990142704,7503788991
Email Address: rahul.rai426@gmail.com
BRIEF SUMMARY:
Billing (IPD & OPD) professional having more than 2 years of post qualification 

Experience with hospital organization like nirvana hospital and Bhagwan Mahavir Hospital in the area of:

· New Registration For OPD & IPD 

· Independtly handling & preparing OPD & IPD bills 

· Banificaries of   TPA/ insurance companies required documents, id proof etc. Collecting and explain to Attendent.

· prepare daily cash book and Deposite in the accounts Deptt.

· Coordination with reception, pharmacy and nursing as per requirement.
· Coordinate with marketing and recovery department.
· Daily Entry in Tally.
· Maintaining All Ledger in Tally.
· Maintaining all debtors & creditors ledger and expenses.
· Maintaining profit & loss accounts. 
· Maintaining TDS & TDS return. 
            EDUCATION:
	 2015 
	 Bachelor of Arts (Programe) pursuing
 DELHI UNIVERSITY


	 2013 to 2014
	 Senior Secondary Examination - Class XII

 Govt. School Madipur

 CBSE 

	 2011 to 2012
	 Higher Secondary Examination - Class X

 Public. School  NILOTHI MORE

 CBSE


WORK EXPERIENCE:
Worked With  NIRVANA HOSPITAL,Rohini Sector -15, 25 Beded) as a Billing & Accounts Executive from: February 2014  TO March 2016 and Job Profile as Follow :

· Handling IPD Billing.

· IPD Admission.
· Handling TPA / Panel Billing Follow-up.
· Total Entries from Admission to Discharge in Software.
· Coordinate with Marketing and Recovery Department.
· Cash deposit routine in accounts Deptt.
· Coordination with Reception, Pharmacy and Nursing as per requirement.
· Maintaining all debtors & creditors ledger and expenses A/cs in manuals & as well as in Computerized environment.

· Having knowledge in maintenance of Cashbook, Ledgers and subledgers Books  preparation in Computerized and Manual environment.

· Maintaining day to day cash flow / bank flow

· Bank Reconciliation.

Working  With  BHAGWAN MAHAVIR HOSPITAL,Rohini Sector -15, 50 Beded) as a Billing & Accounts Executive from: April 2016 and Job Profile as Follow :

· Maintaining all debtors & creditors ledger and expenses A/cs in manuals & as well as in Computerized environment.

· Having knowledge in maintenance of Cashbook, Ledgers and subledgers Books  preparation in Computerized and Manual environment.

· Maintaining day to day cash flow / bank flow

· Bank Reconciliation.

· Handling IPD Billing.

· IPD Admission.
· Handling TPA / Panel Billing Follow-up.
· Total Entries from Admission to Discharge in Software.
SKILL SET:
· Basic Course ( MS Word, MS Power Point , MS Excel )

· Web designing (HTML, DHTML, VBSCRIPT, JAVA SCRIPT)

· D. T. P(PHOTOSHOP, CORELDRAW, PAGEMAKER)

· TALLY ERP 9.0 & and Other Customized Packages
PERSONAL DETAILS:
· Date of birth : 09TH APRIL 1997

· Alternate Number: +91-9990142704,7503788991
· Nationality : INDIAN
· Current Address :  House No. b-1/171-d shiv ram park

                                                    nangloi new delhi-110041 
                                                    Mobile No. : 9990142704,750378899
DECLARATION:

I hereby declare that the details provided by me in this resume are Best & correct In my knowledge.
Date:

Place: New Delhi

(RAHUL RAI)

