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TANNU VERMA
Date of Birth: 17th August, 1991
Contact No: +91-8587046060, Email: tannuvr91@yahoo.com                                                                                              
______________       ___________________________                                                                                                   
OBJECTIVE :
· To succeed in an environment of growth and excellence and earn a job which provides me job Satisfaction and self development and help me achieve personal as well as organization goals.
ACADEMIC QUALIFICATION :
· 10th passed from NIOS.

· 12th passed from NIOS
· Graduation done from Delhi University
ADDITIONAL QUALIFICATION:
· 8 Months course in MS-OFFICE & Typing.
· Friendly with Internet.
WORK EXPERIENCE :

ORGANIZATION:
VISION EYE CENTRE PVT. LTD. (NABH Accredited), Siri Fort Road, New Delhi.
            DURATION:

June 2015 to Till Date
POSITION:

 Sr. Executive - Operations 
JOB RESPONSIBILITIES :

· Provide assistance to the overall administrative activities and operations of the organization.

· To coordinate activities between various departments, doctors and other health care professionals in the hospital to provide better patient care. 

· Meeting the patient and patient relatives on routine basis.
· Handling any queries from the patients or Patient Relatives point of view.

· Explain to the patient and the patient relatives regarding the patients and family rights and responsibilities.

· Attend to all internal departmental problems and report to HOD.

· Coordinating between the various departments of the hospital so that the flow of work is carried out in a smooth and orderly manner.

· Supervising and coordinating with the housekeeping & maintenance department personals for the smooth work flow.
·  Any suggestions or any scope for improvement which would be beneficial for the patients and for the hospital should be discussed with the concerned higher authorities.
· Guide patients with the information they want and provide the help needed.
· To provide training to Billing Staff.

· Maintain MIS data for both centres. 
· Knowledge of NABH documentations. 
ORGANIZATION:
VASAN EYE CARE HOSPITAL PVT. LTD. (Delhi NCR & Punjab)
            DURATION:

 March 2014 to May 2015
POSITION:

 Executive - MIS (North Region – Delhi & Punjab)
JOB RESPONSIBILITIES :
· Handling 17 + Centers in Delhi NCR, Agra & Punjab. 
· Prepare Presentations (PPT’s) on behalf of Vice President / Director. 
· Update Daily Revenue Sheet of North Region and share with all management team for performance review.

· Maintain data of patient’s queries receive from Chairman’s id, monitor them whether it’s solved or not on time and follow up for pending queries from Center Heads and prepare report for Chairman / Director.

· Manage complaints related Facility & Services with concern person, follow up till solve the issue and update all Center Heads/ Cluster Heads and concern persons on daily basis.

· To ensure Dr’s weekly Meetings has been done @ all the centers.

· To find out gap area by data of non converted surgical patients with reason and prepare the report for the same.

· Update CGHS/ ECHS & Other Panel Business Sheet and share with all Management team for analysis their progress.

· Update Dr’s Productivity Sheet every month.
· Maintain data of Corporate & Panels.

· Data Analysis on daily basis and update to all about it.

· Involvement in Operations & Management.
·  Verify Claim documents of Panels & TPA’s for submission and monitor all claims to be submitted on time by concern person or not. 

ORGANIZATION:
VISION EYE CENTRE (Dr. Ashok Kumar Grover, Chairman – Dept. of Opthalmology, Sir Ganga Ram Hospital), West Patel Nagar, New Delhi.
            DURATION:

October 2011 to Feb. 2014
POSITION:

 Sr. Executive - TPA & Panels 
JOB RESPONSIBILITIES :
· Handling mails, queries of the Patients through phones, mails or directly.

· Collect all insurance and necessary documents for cashless surgery from the patient, fill the pre auth form and send them to TPA through Mails or Fax. 
· Coordinate with the TPA and Patients regarding Approvals of the Surgeries and solve the queries.

·  Prepare bills and documents for Submission of Claim to TPA through Courier and maintain all the data of Cashless Patients.
· Follow up for TPA Payments and update data time to time.

· Knowledge of all Govt. Panel (CGHS, ECHS, MCD, MTNL, Air India & BHEL) 

· Make IPD Bills.

· Have full knowledge of computer ‘MS OFFICE and INTERNET’.
HOBBIES :

· Surfing Net

· Reading Books

· Listening Music 
ADDITIONAL INFORMATION ABOUT MYSELF :

· Good Communication Skills

· Fast Learner & Dedicated

· Punctual 

· Positive Attitude
· Team Handling 
PERSONAL DETAILS :

· Father’s Name


:
Mr. Arun Verma 
· Mother’s Name


:
Lt. Mrs. Sunita Verma
         
· Date of Birth


:
17 August, 1991
· Nationality



:
Indian

· Marital Status


:
Unmarried
· Languages Known


:
Hindi , English & Punjabi
Date :……………….

Place :………………
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