[image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!




Whats app  Mobile:+971504753686

 Gulfjobseeker.com CV No:1573026
E-mail: gulfjobseeker@gmail.com
     CURRICULUM VITAE                                                                                                                            
OBJECTIVE:
To become part of a well-established, well-respected organization in a key role which offers new challenges, ongoing development and the opportunity for advancement. An organization, in which my achievements will be recognized. I can develop to my full potential and gain job satisfaction by contributing towards the organization’s objectives as part of a mutually supportive, focused team.
	PROFESSIONAL  SYNOPSIS:


· Possess a pleasing personality.

· Possess excellent communication and interpersonal skills.

· Possess good leadership quality

· Quick learner and result oriented.

· Willing to learn and well organised

· Hardworking, energetic and sincere.
HIGHLIGHTS OF THE EXPERIENCE INCLUDE:
1. DM Wayanad Institute of Medical Sciences (DM WIMS):
Presently I am working as a Medical Transcriptionist (Executive) in DM Wayanad Institute of Medical Sciences (DM WIMS), Meyppadi, Kalpetta, Wayanad, Kerala, from October 1, 2012. DM WIMS is a newly launched multispeciality hospital and Medical college in Wayanad. DM WIMS is an Echo friendly hospital with most modern facilities. Now I am working as In-charge of Medical Transcriptionists. 
2. Malabar Institute of Medical Sciences (MIMS, Calicut):
I was working as a Sr. Medical Secretary (Medical Transcriptionist) in Malabar Institute of Medical Sciences (MIMS), Calicut from April 1, 2002 to April 27, 2011. Malabar Institute of Medical Sciences is a 600-bedded, NABH, and ISO 9001-2000 certified Multispeciality Hospital with all modern facilities. 

Our all medical documentations, from the admission to the discharge of a patient, are done through modern Hospital Information System (HIS). We are following the Electronic Medical Recording (EMR) system. The HIS can show all the detailed information about the patient in our hospital including Admission record, Initial examination record, Physician’s order record, Physician’s progress record, Nurses record, operation record, Case summaries, Discharge summaries, Death summaries, Out patient follow up, Radiology reports, Lab reports etc. I was working with all this programs through EMR system according to the instructions of doctors.   
Here my job includes:

· As a senior Medical Transcriptionist (Medical Secretary) I am assigning duties to all the medical  secretaries and  coordinating their works. 

· Conducting classes for the Medical secretaries and updating all the newly installed modules for the EMR. 

· Always trying to solve if there is any problems and provides good working atmosphere. We are working as a good team. 

· Periodic evaluation of the performances of Medical Secretaries and give reports to the authority.   

· Preparing discharge summaries by transcribing voice mails/written documents by doctors.

· Preparing radiology reports including CT, USG, X-rays with the instructions of radiologists. 

· Keep track of and order medical supplies.

· Inpatient billing. 

· Maintain files of medical records and correspondence, including paper and computer files such as service ordering, lab ordering, pharmacy ordering etc. 

· Perform other clerical, bookkeeping, and receptionist duties, answering telephones, order supplies.

· Performing as a mediator between doctors and patient party.

· Keeping a healthy relationship between all other departments in our hospital. 
HIGHLIGHTS OF THE QUALIFICATIONS GAINED
· M.A (Sociology) From Annamalai University, Tamil Nadu with Second Class

· B.A  From Mahatma Gandhi University, Kerala with First Class

· Pr-degree  From Calicut University with First Class

· S.S.L.C  From Board of Public Examinations, Kerala, with First Class 

PROFESSIONAL QUALIFICATIONS 

· Sanitary Inspector’s Diploma – All India Institute of Local Self Government, Mumbai. (Belgaum Centre)

· Certificate in Advanced Medical Transcription in the year of 2000 with ‘A’ Grade 
	STRENGTH


Disciplined, loyal, dedicated and ready to accept any kind of challenges and excellent organisational skill in hospital functioning.  Always ready to accept new challenges and willingly executes the task entrusted to the entire satisfaction of the superiors.

AWARD
· I won the best staff award from Malabar Institute of Medical Sciences Ltd. Calicut, Kerala in the year of 2008. 

LANGAUGES KNOWN
· English

· Malayalam

	PERSONAL DETAILS


·  Age & Date of birth
  :  
39 &  24-05-1976

·  Sex



  : 
Male 
·  Martial Status

  : 
Married

