CURRICULUM VITAE
Shilpa
H. No. - 5, Jain Colony, Pralahad Pur,
Near Sector – 30, Rohini,

New Delhi-110039
Mobile: +91-9899626747
E mail: shilpa2629@gmail.com
Career Objective
To gain eminence as a professional and work in a challenging position that employs my skills, my talent and achieves excellence.

Educational Qualification
· Done B. A. from Delhi University 2014.
·   Passed 12th from C.B.S.E. Board in 2007.
· Passed 10th from C.B.S.E. Board in 2005.
Technical Qualification

· Diploma in Computer Application from Computer Den Academy.
Working Experience
· Presently working in Fortis Memorial Research Institute, Gurgaon as  Assistant supervisor / Service Coordinator of Dr.  Rama Joshi, Director Gynae Oncology from February 02, 2015 till date.
· Taking care of patient queries regarding hospital facilities and coordination of appointments.
· Handling OPD and IPD billing.
· Handling & managing queries &  TPA related cases.
· Looking after the billing, supervising billing issues, maintaining data of revenue.
· Worked with BLK Super Speciality Hospital, Pusa road, Delhi as a Coordinator of  Dr. Rama Joshi, HOD of Gynae Oncology from November 12, 2013 to February 02, 2015.
· Managing all the basic requirements of the department.
· Interacting with new patients / clients every day, managing schedule, appointment with doctors, coordinating for procedures, surgeries, discharge summaries etc.
· Working in close coordination with billing department - estimates and procedure costs, TPA queries etc.
· Perform responsibilities of observing patients progress and satisfaction, providing personal care.
· Participate in strategic planning to develop the goals and objectives of the hospital.
· Worked with Rajiv Gandhi Cancer Institute & Research Centre, Rohini, Delhi as Office Secretary of Dr. Sudhir Kumar Rawal, Director Surgical Oncology from Feb. 2012 to April 2013.
· Composing letters,
· Answer telephone, takes messages and answers inquiries within assigned scope of responsibility,
· Scheduling appointments & meetings,
· Prepares materials for workshops, conferences, meetings.
· Maintaining files and financial records.
· Managing all the basic requirements of the department.

· Worked with Caretel BPO, Netaji Subhash Place, Delhi as a Customer Care Executive from March 2009 to Feb. 2012.
· Answering calls,
· Handling Query,
· To give best customer care services,
· Feedback.
Personal Details
Father’s Name

: 
Mr. Ashwani Kumar
Date of Birth

:
26th July 1990
Gender


:
Female
Nationality


: 
Indian
Language Known

:   
English & Hindi
Marital Status

:
Unmarried

I hereby state that all the information mentioned above is true to the best of my knowledge.

Date:
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