Shakuntla
WZ-462 Srinagar,

 Near Rani Bagh

Delhi-110034
Contact no: +91- 9811063967
Email ID: shakuntla991@gmail.com

Objective: _________________                                  _______      _________________
Seeking a challenging career that will help to make best use of skills and abilities in attaining organizational goals and which helps in career growth along with the growth of the company.

Good communication skills, goal-oriented, punctual and good interpersonal skills.
Professional Working Experience: 
Currently working with EYE 7 HOSPITALS PVT LTD as a Front Office cum Billing Executive.
Responsibilities in Eye 7 Hospitals Pvt Ltd.: 
· Handle all front operation work in the Eye7 Hospital Pvt Ltd. 

· Give satisfactory response to all patients and solve their all doctor’s related queries. 

· Assign all OPD’s to concern doctors.        

· Deal with all coming patents and update their personal detail in software.  

· Manage all Cash part of all OPD and IPD patients.  

· Update all billing details of all OPD and IPD patients in software and after treatment completed close his file in software. 

· Handle all the billing of IPD, OPD and PSU’s patients. 

· Keeping record of MRD files.
· Handling complete TPA desk & regarding queries.

· Maintaining good PR with patients.
· Co-ordination with doctors and Clients regarding their Appointments.
Earlier working with VASAN EYE CARE PVT LTD as a Front Office Executive.From 2013 To 2016
Responsibilities in Vasan Eye Care Pvt Ltd.: 
· Handle all front operation work in the Vasan eye care. 

· Give satisfactory response to all patients and solve their all doctor’s related queries. 

· Assign all OPD’s to concern doctors.        

· Deal with all coming patents and update their personal detail in software (healthobject).  

· Manage all Cash part of all OPD and IPD patients.  

· Update all billing details of all OPD and IPD patients in software and after treatment completed close his file in software. 

· Handle all the billing of IPD, OPD and PSU’s patients. 

· Apart from all these also doing work as a Counselor in which I have to communicate with patients regarding their surgeries.

IT Skills:                                                                                 ______________________
· MS office ( MS Word, Excel and Power Point )

· Surfing on internet to find necessary details as required. 

· Hospitality software ( Healthobject )

Educational Qualification:                                           ____________ _____________
· 10th from C.B.S.E 

· 12th from C.B.S.E. 

· Graduation BA Pass Course from Delhi University.
Personal Details:                                        _____________________________________
Date of Birth

: 17th Jan 1986
Language 

: Hindi and English

Nationality
            : Indian


Marital Status             : Single
Declaration:                                        _______________________________________
I hereby declare that all the information described above is correct to the best of my knowledge and belief.

( Date -  

)






(Shakuntla)
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