                                        BABITHA RAJENDRA KUMAR

                            Mobile-9962233625/Email-rajbabitha@gmail.com
Objective

To pursue a position of leadership role with core responsibility and challenge in Health Care Domain in a reputed organization.

Work Summary Qualifications
Overall possess 19+ years’ experience in Health Care Domain, of which 5 years comprise of Medical Documentation as Quality Control Executive/Quality Analyst, 14 years in Medical Transcription field. Experienced as transcriptionist cum quality analyst with the sound knowledge of Physiology, Medical Terminology, both verbal and written and as well as in handling handwritten reports in Documentation.
PROFESSIONAL EXPERIENCE
January 2021 – September 2021 – RexNDox Outsource Solutions, LLP

Worked as Senior Quality Analyst cum lead.

Responsibilities Include:-

· Handled a team size of 10, allocated jobs to team, and did random audit on the reviewer’s report and coordinated with the management.

· Conducted on-the-job training for freshers.

· Did proofing as well as quality control check of the reviewer’s documents and gave constructive feedback on the areas that require improvement.
· Handled handwritten reports and sent reports directly to the client.

· Achieved daily/monthly targets in an efficient manner in terms of productivity.

· Capable of handling multiple projects.

November 2018 – October 2020 – Rapid Care Transcription Pvt. Ltd.

Worked as Quality Analyst.
Responsibilities Include:-
· Conducted on-the-job training for freshers, allocated jobs to the team, created account specification for new projects and coordinated with the management.
· Edited reviewer’s reports individually in order to assess their overall quality and performance.

· Prepared Quality Tracking Report on a bi-monthly basis and rating the individual’s performance based on their quality.

· Provided Consolidated Feedbacks to the respective individuals highlighting their medical/drug/grammatical errors and identified the lagging areas, which need improvisation.
· Conducted one-on-one session with the reviewers to improve their overall quality.

· Handled handwritten reports and sent reports directly to client.

· Achieved daily/monthly targets in an efficient manner in terms of productivity.

May 2016 – October 2018 – Preludesys India Ltd – Chennai.
Worked as Quality Control Executive in Quality Department.
Responsibilities Include:-

· Edited individual reports of reviewers and assessed their overall performance based on quality.
· Monitored the quality parameters and gave regular feedbacks to the reviewers.
· Handled different specialties and sent reports directly to client.

· Achieved daily/monthly targets in an efficient manner in terms of productivity.
From April 2014 to March 2016 – iMedX Pvt. Ltd. - Hyderabad
Worked as Senior Quality Analyst (second-level editing) on home based transcription. 
· Closely monitored the quality of Production Center on different accounts which directly come under the purview of Quality Department.
· Reports are delivered directly to the client and randomly audited reports which reached the client in order to measure the overall accuracy.
January 2009 to Sept 2012 – MModal (India) Pvt. Ltd- Hyderabad
Worked as Quality Controller cum Auditor in Quality Department.
Responsibilities Include:-

· Worked as a Team Leader and managed few accounts. Prepared MT Analysis Reports based on the performance of team on quality parameters.
· Submitted performance reports on a regular basis to the Production Centre.

· Randomly audited reports, which reached the client in order to analyze the overall accuracy and gave proper feedbacks to the Production Centre.
· Closely monitored the quality reports of Production Center.

VALUE ADDITION:

· Successfully completed and cleared with 86% in Six Sigma Yellow Belt Training
Program in 2011.
· Worked under Six Sigma Black Belt’s project, which mainly focuses on reduction of flagging across various accounts.
Mar-2006 to December 2008 - Acris Infomatics Pvt. Ltd.

Worked as Senior Editor.
Feb-2005 to Mar-2006- Health Soft India Pvt. Ltd. 

Worked as Editor.
Jan-2004 to Feb-2005- LG InfoSoft Pvt. Ltd. - Chennai

 Worked as Junior Editor. 

Jan-2000 to Dec 2003 – Concorde Digital Technologies Ltd. 

Worked as Senior Medical Transcriptionist.

July -1997 to July-1998 – Citi Bank N.A 

Worked in CITI Bank N.A as Accounts cum Secretarial Assistant in Accounts and Administration Department.

Responsibilities Include:-
· Handled general administration work.
· Attending calls, sending fax to various branches, drafting letters, filing reports.

· Handled general accounts like cash payments, voucher maintenance.

	                                           ACADEMIC CREDENTIALS                                                                        


1994 - Bachelor of Corporate Secretaryship - Ethiraj College.
1994 - Post Graduate Diploma in Computer Applications (P.D.C.A) In LIBA.
1996 - Diploma in Java Programming (DJP) in LIBA, Chennai.
2004 - Certification on SAP R3/FICO. 

2011-  Six Sigma Yellow Belt certification.

                                         TECHNICAL CREDENTIALS                                                 

ERP Applications - SAP R3/FI/CO. 

Tools - Ms Word and Ms Excel.
OS -  Windows 98 and Windows XP Professional.
                                            PERSONAL DETAILS                                                             

Permanent Address 
:    Plot No 8, Door No 21, C R Ramakrishna Puram L&T

                                         Colony, Phase-1, Virugambakkam, Chennai-600092.
Languages

:    English, Telugu, Tamil, and Hindi

Marital Status           :    Married

Current Salary            :  3.84 L

