CURRICULUM VITAE


Name: Annareddy Gangireddy

Email: reddy_gangi1984@yahoo.com
Contact No. 9182920503


         Looking forward for a challenging career in an estimated organization to apply my        skills and knowledge.  I can prove myself by providing best service to the organization with enough hard work & expertise.


· SSC in 1999 with 63% from Z.P.GIRLS High school, KADAPA

· Intermediate MPC in 2002 with 57% from St. Joseph Junior College, KADAPA

· BSC(MPC) in 2005 with 49% from SVDC College, KADAPA

· Working in AIG Hospitals, Gachibowli, Hyderabad from September 2022 till now as a MIS Executive.

· Worked in Care Hospitals from November 2019 to November 2021 as a MIS Executive.
· Worked in Care Hospitals from April 2016 to Feb 2019 as a Data Entry Operator.
· Worked in Medico Healthcare and Technologies Pvt. Ltd. as Medical Transcriptionist from April 2015 to April 2016.

· Worked in Med Write Medical Transcription Company (hyd.) as a Medical Transcriptionist for June, 2010 to December 2014.  

· Worked with MSN Pharma chem. as a Production Executive from August, 2005 to February, 2007.
· Worked as a Front Office Executive in 2007-2010 @ Thermal Systems Hyd. Pvt. Ltd

Current Job Roles and Responsibilities:
· Data Cleaning and Preparation: Sort and Filter, Group by and Subtotal, Text to Column, Removing Duplicates, Data Validation; Formatting and Conditional Formatting, Creation of Interactive Dash Boards with Form Control, creation of Colum Chart, Pie Chart, Histogram, Moving Average, Bar Chart, Thermometer Chart, Speedometer Chart, Pareto Chart, Stacked Column Chart, Funnel Chart, Pivot Chart, .

· Creation of formulas V Lookup, H Lookup, Index, Offset, Match, Moving Average,     Goal Seek, Data Table, Descriptive Statistics,, Hypothesis Testing, Anova, Covariance, Correlation, Regression, Multiple Linear Regression.
· Data validation.

Previous Job Role Responsibilities;

Ensures availability of treatment information by filing and retrieving patient records.

· Maintains patient accounts by obtaining, recording, and updating personal and financial information.

· Helps patients in distress by responding to emergencies.

· Transcribe medical reports, summaries, office visit notes and other medical documents from recorded messages from health care providers
· Provide online copies of transcribed documents to physicians or other providers for review and signature, making corrections or changes as noted

· Familiarity with proper grammar, spelling and sentence structure as well as medical jargon and abbreviations for accuracy.
· Work with transcription equipment that can include speech recognition equipment, word processing, and computer software

· Maintain strict adherence to patient confidentiality according to provider standards and government regulations

· Review transcription documents for quality assurance and precision to spot and correct any errors that could impact patient care and medical liability

· Create templates and enter data into electronic health record (EHR) systems for updated record keeping and archives

· Converting dictations and written discharge summaries, operative notes, procedure notes from physicians in to text form.


· Maintaining reports of patient’s daily.


· Departments Handled: Cardiology, Pulmonology, Urology, Oncology (General and Surgical), Urology, Gynecology, Gastroenterology, ENT, Plastic Surgery, General Medicine, Orthopedics, Neurology, Neurosurgery.

· Tasks:
· Multi-tasking

· Flexibility

· Telephone skills

· Customer service

· Time management

· Organization

· Attention to detail

· Scheduling

· Word processing

· Professionalism

· Quality focus


· Typing speed (55 words per min )

· Open Office, M.S. Excel.

· Desk Top Publishing.


Name



:
A. Gangi Reddy.

Father’s Name


:
A. Lakshmi Reddy

Date of Birth


:
June 25th 1984.

Sex



:
Male.

Material Status

: 
Married.

Current CTC


:
3,47,361/- Rs.

Expected CTC


:
4,50,000- Rs.

Religion


:
Hindu.

Nationality


:
INDIAN

Languages 


:
Telugu, English & Hindi.

Address for Communication
:
A. Gangi Reddy,






Hyderabad 











A.P. -500054.






Inda. 

Declaration: I hereby declare that the above mentioned information is true to my knowledge










Yours faithfully,

(A. GANGI REDDY)
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