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OBJECTIVE:
I would like to work where there is opportunity of advancement and development of my knowledge and skills, where i could apply my knowledge and efforts for the benefits of the organization. 

WORK EXPERIENCE:
Worked as Computer Operator in Safdar Jung Airport July 1, 2011 to July 10 2012.

Profile: 

Receive users calls of complaints then sent to IT department for solve.
Keep computer parts records.
Installation of Software Applications & Operating System.

Backup and restoration of user’s data.
Worked as Senior Medical Typist in Max Super Specialty Hospital since October 1, 2012 to September 30. 2013.

Profile:

Well-versed knowledge of making Discharge Summaries, Preventive Health Check-up Patient Health Summaries and Cardiology reports etc.

Patient Investigations / Medication order invoice through (HIS & CPRS).

Have a good knowledge of CPRS & HIS 
Making all types of Lab reports of patient 
Maintaining records for Incoming and Outgoing patient on floor. 

To meet & solve out all queries of admitted patient on daily basis.

Handling Admission / Discharge maintaining daily checkout reports, patient treatment records, billing and all other related document for final billing of the patient. 

Worked as Service Coordinator in Fortis Memorial Hospital Gurgaon on impressive payroll since October 7, 2013 to July 30, 2014. 

Profile:

Well-versed knowledge of making Discharge Summaries, Preventive Health Check-up Patient Health Summaries and Cardiology reports etc. 

Maintaining effective Public Relation & Guest Relations. It includes empathic listening and guidance to the relatives of the patient regarding the procedure and systems of the hospital, deal with corporate clients to provide them convenient & efficient medical service and also acting as a guide for eminent dignitaries and showcasing the facilities and infrastructure and making them understand the importance & significance. 

Handling Admission / Discharge maintaining daily checkout reports, patient treatment records, billing and all other related document for final billing of the patient. 

Meet & solve out all queries of preventive health check-up patient on daily basis.

Send all reports and final health summary which they had been done on their address or company address.

Currently working as a Discharge Secretary in Max Super Specialty Hospital since August 2, 2014 to till date.

Profile:

Well-versed knowledge of making Discharge Summaries, Preventive Health Check up Patient Health Summaries and Cardiology reports etc.

Handling Admission / Discharge maintaining daily checkout reports, patient treatment records, billing and all other related document for final billing of the patient. 

Patient Investigations / Medication order invoice through (HIS & CPRS).

Maintaining records for Incoming and Outgoing patient on floor. 

Making all types of Lab reports of patient 
Have a good knowledge of CPRS & HIS 
Meet & solve out all queries of admitted patient on daily basis.

PROFESSIONAL QUALIFICATION:
Diploma in Computer Application.

Good Typing Speed.

Good Knowledge of Ms. Office.

Installation of software and operating system.

Good knowledge of internet utilities.

EDUCATIONAL QUALIFICATION:
10TH Pass from C.B.S.E Board.  

12TH Pass from C.B.S.E Board 

Complete graduation from School of open learning (Delhi University).

Pursuing Post graduation from IGNOU.

PERSONAL INFORMATION:
            
Date of Birth


26 Dec. 1990

            
Father’s Name

Shri Kishan Chand

           
Marital Status

Unmarried

           
Language Known

Hindi, English

           
Hobbies


Net surfing, Reading Newspaper and Books 

           
Strength


Good Team Work & Hard Work

           Date…………………                                                     

           Sign…………………

