    RESUME

       Address for Correspondence

       H.NO.93 HARIJAN BASTI 

VILLAGE :- MADAN PUR DABAS P.O.                                                           RANI KHERA DELHI -110081 

PH. 9211296297,9999810920

SATYAPRAKASH DABAS

Objectives: - To be a sagacious professional working towards organization aims and individual goals.

Current Status: - Two years  diploma JBT  MP UNIVERSITY . 

Academic Qualification: - B.A. (PASS) from Delhi University In 2008

Computer proficiency: - MS-DOS, MS-Office, Excel  two year diploma in budh  vihar new delhi 

Area Interest: - Administration

Work Experience:-

1. Worked as Panel Billing Executive from Nov. 2006 to October 2007 in ESI  HOSPITAL  ROHINI  DELHI
Functional Responsibility:-

OPD Billing.

IPD billing of all Patients from the TPA Companies and CGHS patients.
Functional Responsibility:-

Responsible for the maintain of the daily record’s census. 

Maintained the patient's information, statistics with balancing the daily schedule. 

Deals with the queries and respond to them by telephone or by writing. 

Billing of C.G.H.S., TPA & Embassy patients.

3. Worked as a  Billing Executive in MAX HOSPITAL  NETA JI SUBHASH PLACE  from Nov. 2008 to March 2010.

Full working knowledge of HMS (Hospital Management System) Shivam Software

Functional responsibilities:-

Checking of all IP Bills and forwarding the reports of mistake to Finance Manager.

Bill Cancellation

Verification of bills which should be cancelled for any type of reasons.

Verification of refund vouchers.

To train the new appointed billing staff of the existing staff for further skill improvement.

Verification of TPA census like checking of authorization & his conditions with limitation, the amount that should be collected from patient.

Managing OPD, IPD & OT billing independently.

Billing

CGHS Billing for Panels like Delhi Police, MMTC, DTC, SBI etc.

TPA billing like Alankit, Paramount, E-meditek, Raksha, Vipul, FHPL etc on Hospital rate/Agreed tariff.

Present Job:-
Currently working as an SR.Billing EXECUTIVE  in Action Cancer Hospital, Paschim Vihar, Delhi-110063 from April 2010 to till date. (100 bed Cancer Specialty Hospital with Various Departments like: Radiation, Nuclear medicine, Medical Oncology, Surgical Oncology, Gyae Oncology etc. Run by Action group of companies)

Functional responsibilities:-

Checking of all IP Bills and forwarding the reports of mistake to Finance Manager.

Coordinating with almost every department’s on Daily Basis for smooth working.

Submission of Hospital Cash in Bank when the concern person not available in hospital

Daily verification of the collection statement and day book and forwarding the cash statement to Manager Finance for verification and record.

Manually checking of Doctor Accounting.

Bill Cancellation

Verification of bills which should be cancelled for any type of reasons.

Verification of refund vouchers.

To train the new appointed billing staff of the existing staff for further skill improvement.

Developing MIS like:-

Advance & Requirement amount list of surgery cases.

Discharged without bill

Pending payments of cash patients, already discharged by the management.

Verification of TPA census like checking of authorization & his conditions with limitation, the amount that should be collected from patient.

Making of Duty Roster for billing department, sanctioning the leaves of billing staff, adjustments in case of leave of any billing staff

Managing OPD, IPD & OT billing independently.

Billing

CGHS Billing for Panels like FCI, NDPL, Delhi Police, and Delhi University. MMTC, DTC, SBI etc.

TPA billing like Alankit, Paramount, E-meditek, Raksha, Vipul, FHPL etc on Hospital rate/Agreed tariff.

Record keeping like

Refund voucher, IP bills, Cancelled bills, billing circulars.

Collection statement of various cashiers

Collection statement of credit card with Batch settlement record

Appropriate corrective and preventive actions shall be taken when necessary.

Target Job


:
Billing Manager 
Desired job type

:
Permanent

Desired Salary

:
Negotiable

Current CTC

:
(170000)

Personal Strength:-



Can work under pressure






Positive Attitude






Willing to work in team






Keep in learning new things






Discipline in thoughts an action

Personal Details:-

Date of Birth

:
5- 02-1985

Gender


:
Male

Father’s Name

:
Sh. ANANAD PRAKASH 

Place of Birth

:
Delhi

Mother Tongue

:
Hindi

Language Known

:
Hindi, English.  

 Religion 


:
Hindu


Nationality


:
Indian

Place


:
Delhi

Date


:









SATYAPRAKASH DABAS 

