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JOB title:


MEDICAL TRANSCRIPTIONIST
PERSONAL DATA:

Date of Birth:

01-07-1983


Marital Status:

Married


Sex:


Male

objective:
· A challenging position in a professional organization, where I can enhance my skills & strength in conjunction with the organization’s goals & objectives.  An environment that provides ample opportunities for learning as well as growth.
· Medical transcription is the process of converting/typing health care professionals dictated notes into written transcripts. Medical transcription is the act of translating from voice data into text data, the record of patient's medical history and treatment. It is mandatory and legally binding on the health care professionals to hardcopy any type of medical treatment, procedure, diagnostic test, etc. and it must be documented into a patient's permanent medical record. The patient information is dictated by health professional into a digital or analog recorder and/or through the use of a phone dictation system.
experience:

· Working with Eyered Transcription Services, as a Senior Medical Transcriptionist from December 2002 to present.
· Eyered Transcription Services is one of the fastest growing medical transcription service providers in the world with a total work force of over 200 medical transcribers and transcribing over 60,000 lines per day, providing medical transcription services to hospitals, practices, individual doctors and medical transcription service organizations since 1999.  

job responsibilities:

· Interpreting and transcribing dictations and editing recorded or written material, including medical reports, operative reports, discharge summaries, patient history and physical examinations, physician letters and notes and radiology reports including x-rays, MRI, ultrasound, and CT scans.
· To check and edit the files transcribed by the transcriptionists and to give them proper feedback.
· To maintain the accuracy of transcription for correct punctuation, grammar, and spelling.
· To verify the accuracy of patient information such as name, age, sex and file number.
· To give proper instructions, latest information and update to my team members.
· I had acquired good speed in computer typing skills.
· Responsible for handling one orthopedic client to transcribe, edit and to upload the files.
· To maintain the line count transcribed per day.
· Responsible for formatting of the documents in word processing.
Qualifications:
Academic:

· High School from U.P. Board in 1997.

· 12th from U.P. Board in 1999.

· Commerce Graduate from Lucknow University, U.P. India passed out in 2003.

Technical:

· One-year Diploma in Computer Application from MA Academy, Lucknow.

Skills:  MS Dos, MS Office, Windows, and Internet.

· Diploma in Medical Transcription from Harvard Institute of Medical Transcription in Delhi.

Skills:  Medical Terminology, English Grammar and Phonetics, Typing (70+ wpm), Documentation, etc.


Typing Speed:  70+ w/m
strengths:

· My Experience, Communication Skills, Adaptability, Honesty, Hard work and Dedication.

Specialization:

· Orthopedic, General Surgery & Radiology Reports.

· Uploading and Downloading of files through Internet.

· Handling clients, maintaining quality and file distribution.

· Formatting of the documents.

Hobbies:
· Reading Newspaper, Magazines, Books.

· Playing Cricket, Football and Volleyball.

· Listening Music.

· Watching Movies.

Languages:
· English – Speak, Read and Write

· Urdu – Speak and Read.

· Hindi – Speak, Read and Write.

