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RESUME

Mohamed Ibrahim A.K


OBJECTIVE:


 Seeking a challenging environment that encourages continuous learning and creativity, providing exposure to new ideas that stimulate professional and personal growth.                                                                         

PERSONAL SKILLS:

Willingness to learn, ability to cope and work with people in groups, leadership quality, believes in teamwork, friendly behaviors.

SOFTWARE EXPOSTURE:

         Packages


: MS-Office

EDUCATIONAL QUALIFICATION:

· Bachelor Of Business Administration (2009-2012) under Thiruvalluvar University at C.Abdul. Hakeem. College of Arts, Science & Management with 70% aggregate upto 6th semester.
· Higher Secondary School Certificate (2008-2009) under Tamilnadu state board with 64% aggregate.
· SSLC (2006-2007) under Tamilnadu state board with 55% aggregate.
TECHNICAL QUALIFICATION:

· Tally (Tally ERP.9.0) from Jeyram Infotech during the year passing from 2010-2011
AREA OF INTEREST:


                * Programming in C++
                * Accounts Fields 
EXPERIENCE:

          Company              :    Rabiya Industry company
          Designation           :    Data Entry 
          Location                :    Chennai 
          Duration               :    April 12th 2013 to Nov 23rd 2013
   *   Maintaining daily accounts note from they company stock.

   *   Daily checking they company assets and liabilities. 
   *   collecting documents from new people and open a bank account.

· Company

:    Apollo KH Hospital
          Designation

:    Front Office Executive Non-medical (Billing)
    
Location

:    Vellore, Tamil Nadu 

Duration

:    February 3rd 2014 to 1st Sept 2015



           Company                :  Apollo Specialty Hospital
           Designation            :  CRC Operations  
           Location                 :  Bangalore Karnataka
           Duration                :   November 9th 2105 & 26th April 2016
          Company               : Fortis International Hospital
          Designation           :  Front Office Relationship Customer

          Location                :  Bangalore Karnataka
           Duration               :   05th May 2016 till date

Responsibility Handled:
· Customer handling.

· Report analyst.
· Handling patient report with prior information from Doctor.
· Checking all documents and customizing in database.
· Explaining and preparing a new document report for new patient.
· Preparing all types of billings in systematic manner.

· We can handle the insurance patient in our Hospital.

· Preparing OP & IP Billing from Non-medical.

· Responsible for Billing/Cash management and Card.
· Welcome Visitors by greeting them in person or on the phone.

· Responsible for explaining the admission and discharge to the patient / relative.

· Explaining about visitors hours, passes, admission kit, tariff sheets, Phone activation, nurse stations, folders, room packages,
· I have maintain they OPD Departments like Pulmonary Orthopedic and Neurology .
· We have maintain they foreign Patients also in Apollo Specialty Hospital.
· Answering telephone calls and dealing with patient enquiries. 

· Politely greeting patients and visitors to the centre.
· Explaining the procedures to new patients.

· Dealing with all request in an efficient and courteous manner.

· Follow up the patient Bills .

· Maintaining a clean reception area to show a professional image.

· Provide report, as required, for housekeepers and management.
Hobbies:
        Making  Friends, Listening to music, Reading Books, watching TV.
Strengths:
· Hardworking and Creative.

· Committed and Dependable.

· Honest and Quick Learner.

PERSONAL PROFILE

Name
:  Mohamed Ibrahim A.K
Date of Birth
:  13.12.1990
Age
:  25 Years
Sex
:  Male

Marital Status
:  Single

Language Known
:  English, Urdu, Tamil, Hindi 

Nationality
:  Indian

Religion
:  Muslim
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