                                               CURRICULUM VITAE
BHAVNA SHISHODIA
2B/703, Vasundhra sector-2
Sahibabad, Ghaziabad (U.P.)

Mo. No- 09899771309
Email-bhavnatomer8@gmail.com
CAREER OBJECTIVE :-

          To obtain the position of a Front Office Executive where my
          administrative skills will prove beneficial towards the growth
          of the organization as well as personal.

CURRENT WORK EXPERIENCE:-

· Total Work Experience: - 1 Years & 6 Months
· Current Organization: -    Aarogya Multispecialty Hospital and IVF Center        

· Location: -                          Vaishali, Sector-6 (GHAZIABAD)
· Designation: -                    Front Desk Executive

· Working Period: -              April-2016 to till date
CURRENT WORKING AREAS & JOB PROFILE :-
· Coordinate with patients in OPD.
· Appointment, Admission & Discharge of Patients.
· Coordinate with doctors at OPD timing.
· Billing work of OPD patients.
· To assist & guide the patients visitors with any query about the admissions.
· Good coordination and relationship building skills.
· Punctual and ability to perform tasks independently. 
· Billing Invoice generation & discount information to customers.
· To achieve high level of customer satisfaction at each interaction.
· To support in timely submission of deposited cash/cheque/slips to Finance.
· Receive the calls of patients regarding queries & appointments.
· All activities of Front desk executives & Receptionist. 
· IPD billing supervision. 
· Maintaining entry of billing in register on day to day basis.
· Daily updating payment entries, receipt entries etc. in the system.
· Take the appointments from patients for ULTRA-SOUND & placing them for ULTRA-SOUND.
· Filling normal Level-2 ULTRA-SOUND report.
PREVIOUS WORK EXPERIENCE :-

· Previous Organization: -   Ion-Exchange (India) Limited        

· Location: -                           New Delhi
· Designation: -                     Customer Relationship Representative (CRR)
· Working Period: -               June-2013 to June-2014
PREVIOUS WORKING AREAS & JOB PROFILE :-

· All data entries regarding R.O. product in MS-Excel.
· Convert the complaints from general message to in complaint planner.
· Take the feedback from the engineers in the end of the shift.
· Knowledge & working on Citrix software. 
· Complete the complaints on Citrix software.
· Receive the complaints from the CITRIX software & customers & send
           them to the engineers to provide the service & rectify them.
           Complete the payment of contract collections on CITRIX software & in

           the register.

· Maintain the spare & consumption register of the R.O. products.

· Entry of all spares, consumption products & data entries in MS Excel.

· Ability to handle day to day complaint messages & calls from the customers at Citrix software.

PROFESSIONAL QUALIFICATION :-

· B.Sc with �Food and Nutrition� from Himalayan University, Arunachal Pradesh in 2016.
TECHNICAL QUALIFICATION :-

· 3 Months Basic Computer Course from NIIT, New Delhi in 2012. 
ACADEMIC QUALIFICATION :-

· 12th passed from U.P. Board, Allahabad in 2011.
· 10th passed from U.P. Board, Allahabad in 2009.
SOFTWARE SKILLS :-

· Operating systems- Windows Vista, XP/2000/98/95 Win 7.
· Proficient in MS-Office, MS-Excel, Power-point, Internet Surfing etc.
· All Basic Knowledge of Computer.
· Basic Knowledge of CITRIX Software.
LANGUAGES KNOWN :-

· Hindi
· English
STRENGTHS :-

· Punctuality & Hardworking
· Ability to work in team
· Easily adopt in any environment
· Confidence & self adjustable nature

PERSONAL PROFILE :-                     
· Name: -                               Bhavna Shishodia                     
· Husband's Name: -           Mr. Vineet Shishodia
· Date of Birth: -                   3rd March 1994
· Sex: -                                   Female

· Marital Status: -                 Married
· Nationality: -                      Indian

· Hobbies: -                           Listening Music, Net Surfing etc.
· Mobile No: -                       9899771309/9953054250
REQUIRED SALARY & CONDITION:-

· Total Experience: -             1.6 Years
· Preferred Industry: -           Medical/Healthcare/Hospitals

· Expected salary: -               Negotiable

· Notice Period: -                   30 days or Negotiable
· Shift Timings: -                   Day Shift Only
DECLARATION :-

        I hereby declare that the above mentioned information is true to the best
        of my Knowledge and belief.
Date ���..

Place ���.
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