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To attain a rewarding long-term position where I will be able to fulfill my potential, improve my experience and contribute significantly.


ATLAS HEALTHCARE GROUP


DEC-2007 to till date

ASST.MANAGER-FRONT OFFICE DUBAI U.A.E.
Clinics, Pharmacies, Diagnostic Centre and Corporate Insurance.
Roles and Responsibilities:
· Handling all front office Operations.

· Medical Centre promotion & Business Developments
· Maintains daily cash register.
· Maintains effective insurance and patient billing system.
· Maintains  customer database and improve customer relations
· Maintains an effective medical records filing system and updates DHA files 
· Assigns jobs to the subordinates.
· Attends telephone calls& all front office duties.

· Provide information to callers, directs person to correct destination.

· Deals with queries from the public and customers.
· Co-ordinating cooperate companies and credit companies.
· General administration and clerical support.
· Co-ordinating software updates and technical support(In billing and insurance)
· In charge in giving appointments to the patients.

· Have experience in managing InsuranceE claims.
· Obtaining and follow up of approvals from the insurance companies.
· Day end cash and credit card settlement

· Submitting daily collection report from the concern branches to the directors.


JRG Securities Pvt Ltd.                                                      August 2006 to August 2007
Data Entry Executive                                                                 Cochin, India
Job Profile
· Handling new account openings and share transferring
· Guiding the customer about the share brokerage and commodity market
· Retain the existing customers; improve the sales and customer relationship.
· Finds out  new customers and give them good support of commodity trading.

· Maintain customer database and improve customer relations.

· Update and inform the customer about the new IPO

· Coordinate the entire branch transactions

Peninsular Capital Market .LTD              August 2005 to August 2006
Depositary TraineeCochin, India

Job Profile
· Dematcertificate checking and verifications

· Assist all depository works


· 3 yearEngineering Diploma in Textile Engineering, Govt. Polytechnic, Kerala, India 
· Higher Secondary (Commerce) SRVHSS, Ernakulum, India
· BBA from Albedo School of Business Management.

Professional &Computer skills
· Smart and dedicated with diversified career background and abilities to absorb new concepts and adapt to highly challenging situations.

· Competent in Computer Applications like Microsoft Windows, Word, Excel,
PowerPoint Tally ERP 9.Languages-Visual Basics,C+,C++

· Touch typing speed of around 40 wpm.

· Soft spoken, friendly and presentable with good personal character. Exceptional interpersonal, organizing, communication skills.  

· Attitude to enhance / update knowledge/skill to plan growth strategies.

· Ability to work in highly accountable and high-pressure environment.

· Excellent Academic Records.

Nationality

      :     Indian



Gender                            
:  
Male
            Marital Status                 
: 
Married


      Languages known


:
English, Hindi,Malyalam,Tamil


      Interests/Hobbies


:     Reading Books



Visa status


:      EMPLOYMENT VISA
Date of Birth                    :     18/12/1984



Reference


:
Furnished up on request.
I hereby affirm that the particulars furnished above are true to the best of my knowledge and belief.
                                                                                                          Yours Sincerely,

    CAREER OBJECTIVE
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