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PERSONAL SUMMARY:

An extensive 10-plus years of working experience in the US Healthcare Sector, utilizing leadership qualities and communication skills to produce superior results under demanding work environments.  Proficient with both training and production functions.  I consider myself to be self-motivated and goal-oriented professional and confident that working towards my goals would be beneficial in achieving the required standards for the organisation’s betterment.
CAREER PROFILE:

EXECUTIVE HR ASSISTANT AT ACCENTIA TECHNOLOGIES FROM AUGUST 2013 TO DECEMBER 2014
· Assisting staff with routine HR related questions.

· Maintaining employee files and the HR filing system.

· Supervision of hiring process of the staff and handling payroll preparation.

· Provide staff training and oriented them with healthcare rules and regulations.

· Examining staff records with respect to their performance for appraisal.

· Supervised the performance of each department and monitored their performance standards.

· Ensured efficacy of shifts and services.

· Training the staff with respect to maintaining quality standards.

QUALITY ANALYST/PROOFER AT ACCENTIA TECHNOLOGIES FROM SEPTEMBER 2008 TO AUGUST 2013
· Proofreading and editing medical reports of various departments.
· Provide feedback and production turn-around time management of team.

· Communicate with the MTs and interacting with the team regarding errors, accuracy, discrepancy, etc., through e-mail and directing them accordingly.
· Provide training of the department wise templates and provide analytical details regarding the same.
· Planned and conducted quality audits and issued the audit reports.

· Reviewed corrective action plans and kept a track of them.

· Provided timely reports of quality compliance status.

QUALITY ANALYST AT CBAY SYSTEMS FROM JULY 2007 TO JULY 2008

· Proofreading and editing medical reports.
· Provide feedback and production turn-around time management of team.

· Communicate with the MTs and interacting with the team regarding errors, accuracy, discrepancy, etc., through e-mail and directing them accordingly.
EXECUTIVE TEAM LEADER AT IRIDIUM TECHNOLOGIES FROM OCTOBER 2000 TO JULY 2007

· Responsible for managing a team of more than 25 members and delivering quality, quantity and TAT within client's satisfaction and as per their requirements.
·  Providing training on client account and quality feedback system.
· Managing and monitoring the performance of multi-skilled work force for ensuring performance efficiency.
· Planning of the workforce, appraising the performance of the members and providing the feedback.

· Making reports, offering analytical data to indicate project performance on daily, weekly and monthly basis.
· Streamlining processes to enhance efficiencies while minimizing operational time/costs.
SKILLS:
· Meticulous eye on detail.
· Good communication skills.

· Strong experience in supervising management teams.
· Office administration skills.
EDUCATIONAL DETAILS:
· Masters in Hospital Administration and Human Resource Management from SN Educational Research and Examination Board.

· Bachelor’s Degree of Commerce from Kerala University.
PERSONAL DETAILS:

Date of Birth:  7th April 1980

Nationality:  Indian.

Marital Status:  Married.

Visa Details: Currently on spouse visa.

Languages Known:  English, Hindi, and Malayalam.

