CURRICULUM VITAE

NITIN RAJ 




 Address-  House No-382, Block –I, 

Jhangir Puri, New Delhi-33
           

Phone No-7838799121





          
        E-Mail ID-nitinraaz5394@gmail.com
OBJECTIVE:-

To grow and work in an organization with competitions work environment, So that my personal skill and potential can be fully utilized and explored.

STRENGTH:-

· Work well under pressure

· Honest and self motivate

· Responsible hard working and fast learner.

PERSONAL PROFILE:-

· Father’s Name

:
Sh. Raj Kumar 
· Date of Birth 

:
June 13th 1987
· Gender


:
Male
· Nationality


:
Indian
· Marital Status

:
married
· Religion


:
Hindu
· Languages Known

:
Hindi, English 
EDUCATIONAL QUALIFICATION:-

· Graduation  From Delhi University 
· Intermediate From C.B.S.E. Delhi

· Matriculation From C.B.S.E. Delhi  

COMPUTER AWAREINESS:-

Certificate Course of Computer Application From Max 

(Delhi Institute of Computer Science) Sector-3, Rohini, New Delhi-110085

Internet. Packages Known: MS Office (Word, Excel, PowerPoint & Access)

EXTRA QUALIFICATI0N:-

· Having Good Knowledge of English Typing & Data Entry.

WORK EXPEIRIANCE:-

· Worked with M/s Sant Parmanand Hospital, 5, Sham Nath Marg, Civil Line, New Delhi-110054 As a Front Desk Executive for the Period of (01 March 2007 to 25 may 2008).(i.e. dealing with govt. department, corporate billing, handling CGHS, DGEHS, TPAs & PSUs panel independently as well as the admission to discharge of panel patient, completed all enquiry & paper work, correspondence with panel official, payment followup, checking of panel claim before dispatching in panel organization, time to time outstanding update etc.)         

· Presently working with M/s Maharaja Agrasen Hospital, West Punjabi Bagh, New Delhi-110026 As a Marketing Executive from 01 Oct 2008 to till date (i.e. dealing with govt. department, corporate billing, handling CGHS, DGEHS, ECHS, TPAs & PSUs panel independently as well as the admission to discharge of panel patient, completed all enquiry & paper work, correspondence with panel official, payment followup, checking of panel claim before dispatching in panel organization, time to time updating outstanding etc.) I am working for these panels & having good relationship with the following administrations.   

JOB RESPONSIBILITY:-

· Trouble shooting at front desk- enquiry, admission to discharge of general and panel patient.

1. Complete the patient file

2. Providing / arrange concerning reports

3. Thorough checking the whole patient’s file

4. Providing discharge summary and final bill at time

5. Try to fulfill the patient’s requirement   

· Preparation of panel billing as per panel rate list

· Payment Follow-Up from Panel Companies.

· Complete of Documentation.

· Report to management to aware about the pending amount.

· Liaison between patient v/s Doctors.

· Handling all medi-claim concern work i.e. pre-authorization to compile the bill.

· Document verification related to panel organization.  

· Handling queries by the CGHS, ECHS, PSUs & TPA’s & Organization regarding the Outstanding Payment.

INTEREST AND ACTIVITIES:-

Listening Music, Reading Books & Sports

DECLARATION:-


It is declare that all the above information is correct according to my knowledge and I apply for the post of…Marketing Executive  If you give me a chance to prove my ability, I have leave no stone unturned to fulfill all the expectation belonging to this post.

Date:

Place:         





          (Signature of Candidate)









Nitin Raj       
