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Goal and Aim:
       Awaiting a challenging career in your organization with determination and dedication and use my skills to the maximum, which affect the company's development and enrich my knowledge. Experienced, detail oriented professional, providing in-depth technical experience with a proven track record of results. Team player, highly possessing a strong sense of ownership and commitment essential to releasing quality products on schedule. Willing to work in and as a key player in challenging & creative environment.
Academic Qualifications: 

· Masters in Molecular Biology from University of Hertfordshire., London, England, UnitedKingdom.          

· Masters in Biotechnology from University of Bangalore., Bangalore,, India.
· Bsc(CBZ) from Acharya Nagarjuna University ., Andhra Pradesh .,India.
Experience:

# Company: IT 

Role: HR Assistant
Jan 2019 to sept 2019   
· Handling All Manpower related requirements

· Recruitment Process. Screening/scheduling interviews

· To complete HR formalities like Letter of Intent (LOI), Appointment letter, Confirmation letter, Promotion letter, Increment letter, relieving letter, Exit Interviews.
· Having thorough knowledge in Statutory, Making Salary, Passing leave & keeping records. 
· Checking working & implementing the company Policies.
· Develop and implement HR strategies and initiatives aligned with the overall business strategy. Bridge management and employee relations by addressing demands, grievances or other issues

· Support current and future business needs through the development, engagement, motivation and preservation of human capital

· Develop and monitor overall HR strategies, systems, tactics and procedures across the organization.

# Company: Optum 
Role: Medical coder
Sept 2017 to Sept 2018
· Selecting the top patient note or billing sheet on the stack, reviewing the documentation to understand the patient's diagnoses assigned and procedures performed during their visit.

· Abstract other key information from the documentation, including physician names, dates of procedures, and other information ,relying on ICD-10 and CPT code books to begin translating the physician’s notes into useful medical codes. 
· Detailed understanding and explaining the procedures and commonality of their specific clinic or facility. With very rare and unusual cases, rely on their network of peers and professionals to discuss nuances in, networking with specialists they have met at national conference, or consult with co-workers to help understand the issue.

· Conclude the proper codes complete the chart in given time frame and begins the next patient record.
#Company: Global Tree consulting ltd
Role: Jr. Counsellor & consultant  

Mar 2016 - Aug 2017
· Experience and expertise in counselling for the visa processing, inquiries and selling our services, over the phone, email & in person.

· Give clear and accurate information based on the current immigration & visa laws & policies. Provide a fair and neutral evaluation of a candidate’s profile.

· Provide a personal global career strategy customized to their needs.

· Achieve excellent customer service by proactively responding to client queries and advising customers on their overseas immigration and visa needs.

· Good in Meeting with the assigned targets, having an excellent problem-solving and customer service skills.
· Conducting team events for students and parents and ensure them with proper decisions.
· Familiarity with computers and the internet.

· Sales oriented and target driven attitude

· Outgoing and positive with a passion to learn and grow.

· Team skills and strong relationship building skills.
Experience in aboard & overseas (London .U.K)
· Worked as Supervisor in SPAR from December 2013 -AUG 2015.

· Worked as a Customer Service Assistant, help desk and team event managing in Sainsbury from June 2010-july 2013.

· Worked as Sales Assistant & Shift Manager in Burger king Feb 2010-May 2011.
· Worked as Customer Assistant and Administrator in Londis stores from Jan 2009-july 2012. 
Responsibilities:
· Experience of providing local and remote, Support with corporate environment, a proven ability to apply logical troubleshooting.
· Excellent customer management and soft skills, preferably with experience of supporting VIP customers.

· Good working knowledge of Windows XP, Windows 7 & 8, Office (especially Outlook), Exchange, Active Directory.
· Duties even includes recruiting staff and doing appraisals, arranging staff meetings, Training and development.
· Handling complaints and queries (from customers and staff), Sorting security issues, financial responsibilities and arranging promotional event.
· Excellent communication skills with all levels of the organisation.
· Experience with call-logging systems.
· Work on changes, incidents, and problem resolution

· Complete ownership of the issues and deal with 3rd party vendors, support teams [internal and external] and escalations accordingly.

· Monitoring Backup Job and preparing NOC, ensuring High availability as per the agreed SLA’s of the company.
· Have an interest in helping people as I use to  working as a part of the  team 
· Well-presented, polite and tactful, willing to handle the complaints in a calm manner.
· Use to lead and guide teams and motivating a team of staff to ensure they’re giving the best customer service possible.
·  Deliberate your company’s products and policies inside out and be able to communicate it to other members of staff.
· Include and examine a range of industries; tasks of companies will change depending on what your company actually desirable. 
· Helping the company for build the best good customer relations.
Other strong summits:
Team working: Problem based learning workshops during education carrier have enabled to have a comfortable working relationship with the multinational people, accept new ideas and amalgamate skills. Sharing work with seniors and gaining knowledge, enabled exchanging of ideas and discussions. Experience of working within a team-based culture involved planning, organization, co-ordination and commitment.

Innovative and Independent thinking: Team Projects or pbls (problem based learning’s) during my course have developed leadership and persuasion skills. Extensive literature reviews during my research period helped me in designing new experiments and taking independent decisions. 
Self-Management: Ability to work independently and pro-actively; planning and prioritising work effectively to achieve multiple specified goals whilst working to tight deadlines.

Communication: Good oral and written skills to enable efficient and effective communication across the board, providing high quality data to the teams.

Activities:

· Organizing blood donation camps and actively getting involved. Participated in many more social activities. 
· N.S.S (National social service) services in national camps; participating in the polio vaccination camps, helping in the old age home people.
Hobbies:
· Essay writing, participating in cultural activities, active in charity works.
·  Reading books, gaining scientific knowledge.

· Outdoor games shuttle and Indoor games-chess and pool. , Gardening, listening to music.

Computers skills:

· Having PGDCA Certification from A-Tech Computers.

· Proficient knowledge in MS office and well versed with INTERNET.

Strengths:

· A large amount of patience and good listening skills.

· Hard work, confidence, team works, time keeping. 

·  Dedication to work, taking up challenging assignments.

· Sincerity and team spirit at work place. 
· Enhancing interpersonal skills. 

· Excellent trouble shooting skills in process and equipment.

· Planning team player with time management.
Personal profile:

Nationality                  :    Indian
Known Languages      :   English, Hindi, Telugu and kannada

Place of birth              :    Vijayawada. India 

Status                           :    Single 

Declaration:
          I believe in persistent and determined hard work. I sincerely feel that working in your organization would serve me well in fulfilling my cherished goal.    
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