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Objective

To obtain a challenging and responsible position in a professional managed organization wherein I can enrich my knowledge and contribute to the growth of the organization.

                                                      Academics

· Graduate from Kalyani university in 2002  

· Intermediate from Kalyani University in 1999 

· Matriculation from West Bangal Board in 1997  

Strength

· Smart working attitude.

· Interpersonal & good analytical skills.

· A Quick Decision Taker.

· Can work under minimal supervision.

· Punctual and conscious to deadline.

· Can Work Long Without Losing Quality Parameters.

IT/Computer Skills

· Familiar with XP, Vista, Windows 7.

· Having good typing speed.

· Familiar with Microsoft Office, Excel, etc.

Work Experience 

RLKC HOSPITAL METRO HEART INSTITUTE

Presently working with RLKC Hospital Metro Heart Institute as Sr. Billing Executive Since March  2009 to till date.

KEY Responsibilities:

· Preparation of IPD bills and Outstanding dues of cash patients. Follow-up on daily basis.

· Given Estimate of procedures/Surgeries to the patient.  

· Handling all type of patient’s be it be cash, credit or corporate.

· Handling corporate desk and corporate patient’s like E.C.H.S, C.G.H.S, TPA.

· Handling all type of O.P.D, IPD billing for cash or credit patients.

· Handle hospital information system (H.I.S) effectively.

· Daily reporting to H.O.D about the day’s activity. 

METRO HEART INSTITUTE

    Worked with Metro Heart Institute  as Billing Executive Since September 2008 To March  2009

KEY Responsibilities:

· Making admission for O .P.D, Emergency patients.

· Taking Deposit from patient.

· Given Estimate for the procedure & surgery. 

· Handling OPD & Diagnostics Billing. 

METRO MULTISPECIALITY HOSPITAL

   Worked with Metro Multispeciality Hospital as Billing Executive Since April 2006 To September 2008

KEY Responsibilities:

· Handling all type of  Diagnostic Billing be it be cash, credit or corporate.

· Making registration for O.P.D and Corporate patients.

· Handling all OPD credit billing for ECHS, CGHS, DGEHS, NDMC, AIR INDIA and all other panels. 

· Verify all documents of patients for credit billing REFERRAL LETTER, PRESCRIPTION, MEDICAL CARD. 
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