CURRICULUM VITAE

AMIT NAUGAIN
H. NO E-1056 DABUA COLONY, 
N.I.T.  FARIDABAD
Mobile:  9650718522
Email id: amitnaugain@gmail.com

	Career Objective
	·   To pursue a rewarding career in an        

        Environment where my hard work, 

        Sincerity and devotion are valued. 


          Educational Qualification
:-
· Graduation from Delhi University. (B.Com) 2012.
· 12th From CBSE Board in 2009.
· 10th From C.B.S.E Board in 2007.
Computer Knowledge/Awareness:-
· One year diploma in computer software. 
· Understand Computer Basics.
· M.S. Word, Excel & Internet.
        Employment Summary:-
· Presently working with ASIAN INSTITUTE OF MEDICAL SCIENCE from July 2011 to till now 

Job Profile:-

· Presently Working in TPA department 

· Follow up all the queries and approval 

· Knowledge of OPD and Admission also. 

· Prepare billing report in MS Excel.
· Focus on Patient satisfaction
· Daily Feedback report to H.O.D. 

· Also know T.P.A and Corporate Dispatch.

· Worked with NAINI EXPORTS PVT. LTD as director’s assistant from April 2010 to July 2011 

Job Profile:-
· Data Maintained in Excel Sheet and also maintain Documentation.

· Purchasing work also handle (Admin related work).

· Daily Feedback report taken from marketing and production 

· Maintain Payment Detail Sheet.

· Boss work from all department 

· No break down  in any condition 

· Supervision at all department if concern supervisor not available 

· Worked with STORE 99 GENERAL RETAIL PVT. LTD as C.S.E. from April 2009 to March 2010 
Job Profile:-
· Worked as a C.S.E (customer support executive)

· Focus on Achieving in monthly sales target.
· Focus on customer satisfaction 

· Also done billing and handling cash 

· Preparing expense voucher 

Interests

Listening to music and Interacting with people
Reading Competition books General Knowledge and General Awareness

Strengths

Self-motivated & Dynamic, Coordinate groups effectively and I believe that nothing is impossible because I am very much positive.
Personal Details:

· Date of Birth:

17th Oct 1990
· Father’s Name:

LT. Shri Kailash Prasad
· Marital Status:

Unmarried

· Languages Known:

English, Hindi
· Nationality:


Indian

· Strengths:


Hard working, Sincere & Soft spoken

Date: …………….            
         

Place: …………....    
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