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          E-Mail :   kavitanegi719@gmail.com                                                                       
Kavita Negi

Career Objective:-

To pursue a dynamic and challenging career in a leading and progressive organization, offering opportunities for utilizing my skills towards the growth of organization and preparing myself for taking on greater responsibilities within the company.

Educational Qualification:-

· M.Com from MDU
· B.Com from DU
· 10+2 from CBSE Board.
Professional Experience:-

· Worked with STAR IMAGING & PATH LAB PVT LTD as a Front Office Executive between   4 January 2012 – 10 November 2016.

· 10 months in Othoplus Hospital as a Front Office Executive.
Job Profile:- “Front Office Executive” 
· Manage the Customer and their requests.
· Familiar with all the Path Lab instructional manuals and operating procedures.
· Effectively handle appointment, admission of patients.
· Timely invoice generation with accuracy.
· Accurately share Cash/ Credit/ Corporate billing and discount information with customers & achieve high levels of customer satisfaction at each interaction.
· Timely report registrations & timely report delivery.
· Timely submission of deposited cash/cheque/drafts/ credit slips to Finance.
· Complete knowledge of Path Lab system. 
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