              CURRICULUM VITAE





   Peetum Singh


   E-mail ID:   peetumsingh88@gmail.com


   Mobile No. +9888025608 +9876560802














    CAREER  OBJECTIVE :    To utilize my professional experience, knowledge and skills in a reputed health 	                               	                                    organization to manage the organization in an efficient manner











   EDUCATIONAL


   QUALIFICATIONS:           


                                     Bachelor of Arts from MJP Rohelkhund University, Bareilly (U.P.) in 2009. 


                             


                                 10+2 from U.P. Education Board 2006.





                                 Matriculation from U.P. Education Board 2004.











   PROFESSIONAL


   QUALIFICATION :             1 year diploma in Medical Record Management from Global Institute of 	         	                  	             Healthcare Management, New Delhi (An Academic Initiative of Six Sigma Star 	                                 Healthcare).


   JOB EXPERIENCE: 


Presently working in Mayo Health Care Super Seciality Hospital  in Mohali as a Medical Records Incharge  from 1st June, 2016 to till date .             


Worked as a Medical Record Incharge in Indus Super Speciality Hospital (NABH), 	                         Mohali  (Punjab) from June,2013 to May,2016 .


                                      


                            3.	  Worked as a Medical Record Executive in Indus Super Speciality Hospital, Mohali 	                          	                         (Punjab)  from February, 2011 to May, 2013.


 	                       


   DUTY & RESPONSIBILITY:  


Handled patient admission and discharge forms


              Experince in medical record file management and assembling medical record per Medical,regulatory    	 	              legal,administrative requirement,auditing indicator


Process patient admission and Discharge document


              Review record for completeness,accuracy and compliance with indicater.


Dedication to protecting the security of medical records.


              Protected the security of medical recored to ensure confidently.


              Handling the Medical legal Case (M. L. C.)


Handling the Death &Birth form.


Reviewed patient medical records for completeness, accuracy and regulatory compliance


Retrieved patient medical records for physicians, technicians staff


Planned, developed, maintained and operated a variety of health record indexes and storage and   retrieval systems to collect, classify, store and analyze information


Computer entry of demographics, history and extent of disease, diagnostic procedure and treatment


Compiled and maintained patients’ records to document condition and treatment, providing,data for  research, cost control and care improvement 


Medical records all indicators 


Daily Census report 


ICD 10 Coding & Indexing of disease





P     PERSONAL AND PROFESSIONAL STRENGHTS:








               


 Thorough knowledge of medical laws and under standing of professional ethics 


 Excellent communication,interpersonal organization skill


 Proficient in computer software including MS word, excel, power point, access and outlook


 Good leadership quality and team management


 Exceptional organizational skills


 Good knowledge of administrative procedures





   





   LANGUAGE KNOWN:





     Hindi, English, Punjabi




















Personal Details:





           Name:                         		          Peetum Singh


	 Father’s Name:          		         Mr. Dhyan Singh


	 D.O.B:                         		         1st July, 1988				


	 Marital Status:             		Single


	 Nationality:			          Indian


	 Hobbies:                         	          Listening music, Playing Cricket


          Strong Points:                                Co-operative, Can work efficiently as a 


                                                                  Part of the team as well as individually


          Present Address:                            Phase 1, Mohali (Punjab) 





          Permanent Address:                        Chak Gajaroula, P.O. Ram Nagar Latiphpur, 


                                                                   Tehsil Tanda, Distt. Rampur (U.P.) -244925





DECLARATION:





I hereby declare that all the above information given is true to the best of my knowledge &   belief.                                              					


						


                      							


Place   : 





Date    :							     (Peetum Singh)














