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	OBJECTIVE:-


· To work with all skills and knowledge towards achieving the organizational goals and individual goals to sustain firmly in the developing world where I can enhance my managerial potential.

	PERSONAL SKILLS:-


· Dynamic and effective communication.

· Energetic, calm and productive even under pressure.

· Resourceful problem solver, capable of identifying & meeting needs

· Ability to function as a team player and alternatively work independently to achieve Objective.
	SUMMARY:-


· Hands on experience of more than 14 years in Data Processing Company.

· Currently working as Quality Compliance Analyst and Team leading.

· Excellent interpersonal and communications skills and internet savvy.

· Experience of communication with US clients through telephone and email.
· Listening voice file and transcribed it.

	PROFESSIONAL EXPERIENCE:-


Company Name

:

Health Care Informatics. P. Ltd [Knowledge Process Outsourcing 


(KPO) Company] [June-2006-Till Date]
Nature of Industry
:
Medical Transcription, & Full-fledged Medical Billing-


Services provider in North-America, 24*7. [DigiDMS]
Project Information
:
Starting with rigorous requirement analysis, The System 



Stores all type of Medical Transcripts related data Reports.
Role


:
Quality Compliance Analyst
· Working with Healthcare Informatics Pvt. Ltd. as a Quality Compliance Coordinator with the following core responsibilities
· Managing all data works in pre-organized schedule.

· Keep updating the admin team/ medical transcriptionist about new strategies and required information.

· Managing junior admin/medical transcriptionist in right direction of organizational goals.

· Providing support to US office and clients whenever they need via call/email/voice message.

· Alerting to all – from top to bottom management level about the changes and errors done and helping them to solve problems.
· Download to all wave files from FTP & Upload Reports Conversation on messenger to our vendor & client.
· Transcribing medical documents for accuracy before uploading to Clients
· Resolving Client Complaints in a timely fashion.
· Coordinating with On-Site Clients and Vendors for work instructions and procedures.
Since Jan. 2001 to June 2006
· Work with Mobin Marketing PVT LTD as a Sales Executive for Credit Card.
· Work with IndusInd Band as a Sales Executive.

	ACADEMIC QUALIFICATION:-


	Qualification
	University or Institute
	Year of Passing

	BCOM (Bachelor of Commerce)
	MSU  (The Maharaja Sayajirao University of Baroda)
	2000

	HSC
	GSEB
	1997

	SSC
	GSEB
	1995


	COMPUTER APPLICATIONS:-


· Basic Computer Knowledge - Internet, MS Word, Excel, Outlook 

· Using Ftp server for downloading and uploading data.

· Good experience of working on other computers through remote login and log me in process.

· I hereby declare that the information given above is true to the best of my knowledge.

· I would be grateful to you, If you give my opportunity to work in your esteem organization.
      I assure you of dedicating my sincere workmanship during my tenure.
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