CORE COMPETENCIES
· Excellent communication skills (both verbal and written) necessary to perform the essential functions of the position. 
· Ability to work and communicate in a positive and cooperative manner with management and supervisory staff, co-workers. 
· Strong ability to operate designated word processing as specified for the department's needs and typing speed of not less than 50 wpm. 
· Flexibility enough to change the course of action according to the dynamic nature of market. 
· Maintain good social network. 
· Set logical priorities based on the need, urgency, and benefits of the various assignments. 
· Willingness to share skills, knowledge and expertise. 
· Strong decision making and problem solving skills. 
· Ability to build rapport and trust quickly with work colleagues. 
· Being professional and formal in all work related matters. 
· Deep knowledge of medical terminology, anatomy and physiology, and the various medical specialties as required in areas of responsibility. 
· Ability to understand diverse accents and dialects and varying dictation styles. 
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PROFESSIONAL PROFILE
I am an enthusiastic and dedicated professional with extensive experience. An exceptional leader who is able to develop and motivate others to achieve targets, I can demonstrate a strong ability to manage projects from conception through to successful completion. A proactive individual with a logical approach to challenges, I perform effectively even within a highly pressurized working environment.
OBJECTIVE
To undertake challenging jobs, make a positive contribution to the working organization using my skills, and to continuously strive for professional excellence and individual satisfaction.
	PERSONAL PROFILE
	
	

	
	
	

	Citizen
	:
	Indian

	Date of Birth
	:
	05-13-1983

	Sex
	:
	Male.

	Marital Status
	:
	Married.

	Languages Known
	:
	English, Malayalam, and Hindi.

	Hobbies and Interests
	:
	Music and Reading.

	
	
	

	ACHIEVEMENTS
	
	


· Got awarded as best Mentor continuously, 2011 through 2013 (Accentia Technologies). 
· Got promoted to higher posts within a short period of time (Accentia Technologies). 
COMPUTER PROFICIENCY
· Operating System: Window 95/2000/XP/Vista 7/8 
· MS Suites; Word, Excel, PowerPoint & Outlook 
· Adobe; Pagemaker, Photoshop, Lightroom, Acrobat reader. 
PROFESSIONAL EXPERIENCE

NMC HOSPITAL, DUBAI INVESTMENTS PARK, DUBAI  Since March 2014
Medical Transcriptionist/Secretary
· Provide general secretarial / administration support to a specialist. 
· Answering the phone calls diligently/dealing with incoming e-mails to queries about report status or other related issues. 
· Maintaining files and records. 
· To deliver error-free transcripts as per doctors requirements. 
· Ability to work in all work types such as Discharge summaries, medical reports, and various diagnostic test reports such as x-ray, CT, ultrasound, MRI, Doppler, Echocardiogram, angiography, etc. 
· Preparing monthly duty roster for doctors/coworkers. 
· Preparing patient insurance approval documents. 
· Verify accuracy of patient’s information such as name and identification number, accuracy of transcription for correct punctuation, grammar and spelling. 
NUANCE TRANSCRIPTION SERVICES INDIA July 2013 to October 2013 QA/Editor
· Responsible to maintain stipulated quality as per client norms. 
· To proofread every documents so as to deliver error-free reports to the client. 
· To maintain HIPAA compliance as per client requirements. 
ACCENTIA TECHNOLOGIES
From January 2009 to July 2013
Mentor/Team Leader
· Monitoring a team of associates thereby ensuring optimum performance. 
· Handling job portals & agents. 
· Candidate advice and counseling. 
· Identifying and implementing strategies for building team effectiveness by promoting a spirit of cooperation between team members. 
· Remote managing of the team those who are working from home. 
· Maintaining good staff relations through effective communication, leadership, discipline and motivation. 
· Planning targets, monitoring productivity and achievement of overall targets on a daily, weekly, and monthly basis in adherence to the pre-set standards. 
· Creating and sustaining an environment that fosters development opportunities and motivating the employees for enhancing the existing performance levels. 
· Strong client management, liaison and high level discussions. 
· Conducts monthly performance reviews and annual appraisal. 
· Maximum utilization of available resources with effective manner and also to control cost. 
· Ensuring the online support for the queries related to leave management, shift management, roaster changes, transfer changes, salary issues, changes in personal & employment data, appraisal and attendance. 
ACCENTIA TECHNOLOGIES
From November 2008 to January 2009
On-the-Job Trainee's Team Leader
· To manage the team in providing better service. 
· To guide, assist, and motivate the team members in achieving target. 
· To ensure the customer requirements and quality deliverable. 
· To educate and train the team about the new methods. 
· To identify and solve the problem. 
· To report the higher ups regarding team’s effectiveness. 
ACCENTIA TECHNOLOGIES
From June 2008 to November 2008
Medical Transcription (Faculty)
· To educate a set of newly recruited trainees. 
· To manage the team in providing better service. 
· To guide, assist, and motivate the team members in achieving target. 
· Responsible for staff recruitment, training, and management. 
ACCENTIA TECHNOLOGIES
From October 2006 to June 2008
Executive Medical Transcriptionist
· To deliver error-free transcripts as per client requirements to the next level for proof reading. 
· Ability to work in all work types such as operative reports, history and physical, consultation, and various diagnostic test reports. 
· Ability to understand diverse accents and dialects and varying dictation styles. 
EDUCATIONAL QUALIFICATION

	
	Degree/Certificate
	Board/University
	

	
	
	
	
	
	

	
	MBA - Hospital management (seeking)
	Bharathiar university
	

	
	Graduation in English Language and
	University of Kerala
	

	
	Literature
	
	
	
	

	
	Higher Secondary
	Board of Public Examination, Kerala
	

	
	
	
	
	
	

	
	SSLC
	Board of Public Examination, Kerala
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	ADDITIONAL QUALIFICATION
	
	
	
	

	
	
	
	
	

	
	Certificate
	Institution
	
	

	
	
	
	
	

	
	Medical Transcription Training
	Accentia Technologies Pvt Ltd.
	
	

	
	
	
	
	

	
	Diploma in Software Application and
	Canara Bank Institute of Information and
	
	

	
	Entrepreneurship Development
	Technology
	
	

	
	
	
	
	
	

	
	
	
	
	
	


ADDITIONAL EXPERIENCES

Faculty (Medical Transcription)
September 2008 (Parttime)
CANARA BANK INSTITUTE OF INFORMATION AND TECHNOLOGY (CBIIT); Spencer Plaza; Trivandrum.
CBIIT is a charitable trust of Canara Bank, which facilitates the economically weaker students of society to get trained for three months in various computer programs including medical transcription so as to enable them to get a job, completely free of cost.
REFERENCE

Available upon request.
DECLARATION

I hereby declare that the information furnished above are true to the best of my knowledge and belief.
