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Career profile
To find a remarkable and challenging job that will help to improve my skills and personality, so that I can do the best for the development of my organization.

Career Summary

· Credit Authorization Clerk, Specialized Medical Center Riyad, K.S.A (31 June 2013 – 31 Dec 2014)

· Data Processing Clerk, Almarai, Riyadh, K.S.A (03 Sep 2009 - 06 Mar 2012)  

· Data Entry Operator, Penguin Graphics, Kerala, India  (15 Feb 2006 - 14 Mar 2008)

Duties & Responsibilities of Credit Authorization Clerk
· Communicate approval requests with insurance companies through the internet
· Transfer hand-written approval requests to the online format to be sent through internet 

· Follow the approval status of the online pre-authorization and maintain a daily record of that

· Report to the Business Office staff the replies of the approval requests to be entered in the system

· Performs miscellaneous job-related duties as assigned 

· To ensure the integrity and confidentiality of all patient information and financial data
Duties & Responsibilities of Data Processing Clerk
· Collection of information/data and enter into the relevant software of processing/production
· Monitor and report any non compliance to the attendance and finger scan system
· Assist stock controller/warehousemen in weekly/monthly stock counts and post all the variances
· Maintain suitable records both electronically and hard copy form as required to maintain enough back up data
· Orders and maintains supplies for department. 

· Managed and oversaw administrative functions to ensure all paperwork was processed efficiently and in a timely manner and met all compliance requirements

· Trained and certified new employees on all performance standards

· Problem solving & analysis skills, strong people skills, creativity and initiative 

· Strong verbal and written communications; adept at planning and very well organized 

· Strong attention to quality – accuracy and thoroughness 

· Able to adapt to change, manage competing demands, deal with change, delays & surprises 

· Must be dependable, with top-notch integrity and honesty 

Educational Qualifications

· Bachelor Degree in Commerce

Technical Qualifications
· Cisco Certified Network Associate (CCNA)

· Microsoft Certified System Administrator( M.C.S.A and Course Completed)

· Diploma in Fire and Safety Engineering.

Languages
· English, Hindi, Tamil, and Malayalam  Fluent in Speak, Read and Write 

Computer Skills
· Tally Accounting



· Microsoft Office

· Windows 98, XP, Server 2003

Personal Data
Marital Status

:
Married

Religion

:
Islam

Date of Birth

:               
20.05.1984

Nationality

:
Indian

Passport Details

Date of Issue

:
03.04.2012

Date of Expiry

:
02.04.2022

Visa Status


Visa Type

: 
Tourist Visa

Declaration

                   I here by declare that the above mentioned information is correct up to my knowledge and I bear the responsibility for the incorrectness of above mentioned particulars.  
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