



CURRICULM- VITAE
Manmeet Arora
UC-16, IInd Floor

Usha Park

Hari Nagar

New Delhi – 64

Contact No – 9015364052
Email: arora_meet@yahoo.co.in 
_________________________________________________________________

Dear Sir/Madam:

I am proposing to assert my intense interest in a suitable position in your esteemed company. 
Dynamic Back office/Operations Professional having over 10 years of rich and diverse experience in Health industry. Adept at research, achieving optimum level of customer satisfaction, attaining service deliverables and experienced in team management & improvement in efficiency of operations.

At this stage, I reckon that my grooming level has reached a point when I may look outward to explore the possibility of assignment with higher level of responsibilities in Front / Back office, Billing & TPA Operations in Health sector. 

My enclosed resume shall take you through the details and I am confident, my credentials would fit profile of said job. Thanks in advance for sparing your time.

Sincerely yours,
  Manmeet Arora

Objective: To get the opportunity to serve with the purpose of learning and growth of           your esteemed organization.
Experience Details:
Company: 
Max Hospital, as a TPA Incharge in Pitam Pura Branch

Job Details: Making bills of TPA patients handling all TPA cases from Pre auth sent to final approval, queries, manage roaster, manage cash and other general work given from time to time.
Duration:
29th Sep 2015 to till date

_____________________________________________________________________________

Company: 
Sir Ganga Ram Kolmet Hospital as a Manager of F.O.E. Cum Billing & TPA in Karol Bagh

Job Details: Manage all staff duties, cash, opd booking, Making admission file,  making bills of patient handling ambulance handling EPABX, patient queries, and other general work given from time to time.

Duration:
May 2012 to 25th Sep 2015.
______________________________________________________________________________

Company: 
A) Worked with Star Imaging and path Lab, Tilak Nagar, as a Echo Technician in Echo Dept. for 1 year

B) Centre Incharge in Janak Puri Branch for 2 years
Duration:     1st March 2010 to 30th April 2012.
Job Details: Making staff roaster, management of staff and store, handling cash, booking, maintain SCB reporting, PRO reporting Making all findings reports of echo, stress echo,  doing TMT, Dob stress echo independently. Prepare the patient for TMT, Stress echo and Dob. Stress echo and start these test independently. Tie up the holter also. Doing ECG, BMD, PFT and Uroflowmetry also and other general work given from time to time.

______________________________________________________________________________

Company: 
Worked with Compact Sehgal Nursing Home, Meera Bagh, as Billing Executive in Billing Dept. 
Duration:     March 2007 to November 2009

Job Details:
Making Bills of patients, Estimate, Discharge Summary, reports of Ultra sound, X-reports, Echo reports, Test Entry of lab and also handles TPA dept., TPA bills and follow up pending Payments. Handle front desk, making admission files, Booking OPD time, Handle Cash and other general work given from time to time.
______________________________________________________________________________
Company :
Worked with Compact Diagnostics (I) Pvt. Ltd (Instrumentation                                                                                             Laboratory India Pvt. Ltd).B-5, B-Block Community Centre, Janakpuri New Delhi - 58 as Office Secretary.


Duration:     Feb, 2004 to Dec, 2007
 Job Details: Making of Tenders, Quotations, Invoice and challans, Dispatching of  materials, keeping records of all inward and outwards of logistics.
Operating Internet and EPABX system independently, Maintaining of   stock books and keeping stock records, Maintaining, Keeping records of Daily Reports of Employees working outside, Preparing Project Reports for M.D. Taking Dictation from M.D. , Handling of office cash Compilation of all data relating to  Procurement, freeze and supply operations Handling correspondence Handling E-Mail Independently Taking care of guests coming from outside and other general work given  from time to time.
_____________________________________________________________________________

Educational Qualification:
 
M. A. From From Delhi University in 2005.

B.A. from Bharti College in 2003 (Hindi Hons.)
 
Senior Secondary from CBSE Delhi in 2000.
Professional Qualification
Basic Course of Computer (Well versed with MS Office, Excel, E-mail / Internet)
Personal Details:
My performance enjoyed high appreciations. I can perform & deliver excellent results even in a high-pressure environment.
Husband’s Name
:
Mr. Manish Kumar
Date of birth

:
15th January 1983
Marital status
:
Married
Nationality

:
Indian
Language Known
:
Hindi, English & Punjabi

Date:

Place:



(Manmeet Arora)

