CURRICULUM VITAE

VINITA YADAV
D/o Suresh Yadav
601/38 onkar nagar –B Tri Nagar
Delhi

Pin – 110035


                                   
        M: 8130787334  






                             
        
       E-mail: vinita1995yadav@gmail.com
                                                                                  
OBJECTIVE:


To be a part of a progressive firm offering opportunity for career advancement and Professional growth and which will help me gain sufficient knowledge
EDUCATIONAL PROFILE 

	Course
	Institution


	Board /

University
	Year of

Completion
	Aggregate

(%)

	BA (programme)
	Hansraj collage
	Delhi University
	2016
	50%

	12th Pass
	Govt.Girls.S.Sec. sechool
	Central Board of secondary education
	2013
	80%

	10th Pass
	Govt.Girls.S.Sec. sechool
	Central Board of secondary education
	2011
	84%


WORKing EXPERIENCE 

Duration: working as a receptionist, computer operator in Bhagwati hospital, Sec- 13 Rohini.

      Nov 2013 to Till Date.
Description: 

· To Efficient handle appointments, enquiry, admission and discharge of patients.
· Perform transmittal of paperwork to appropriate areas in the department.
· Responsible for checking patients out, collecting money and rescheduling follow-up appointments.
· Handle the tasks of entering patients information into computer.
· Uploading online admission, & Discharge Files of panel patients Like ECHS.

· Uploading online OPD of all panel patients Like ECHS, CGHS, DGEHS, NDMC.

· Excellent working knowledge of of UTIITSL site (ECHS).
· Solving UTIITSL online queries.

· Making computerized discharge summaries of patients.

COMPUTER PROFICIENCY
Office package : MS office (Word, Excel)
Internet Application : Internet surfing, E-mail and search Engines. 
PERSONAL PROFILE:


Name                             :
Vinita yadav

Date of Birth                  :
15-11-1995.


Father’s name               :
Suresh yadav

Languages Known        :
English and Hindi
      Permanent Address      :
601/38 onkar nagar-B Tri nagar, Delhi


Pin- 110035
      Phone No                      :  8130787334
      E-mail                            :  vinita1995yadav@gmil.com 

DECLARATION:
I here by declare that the information furnished above is true to the best of my knowledge.      

(VINITA) 
