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CAREER `OBJECTIVE:

To secure a promising position that offers both a challenge and a good opportunity for growth and to enable the organization to achieve its objectives using my knowledge and skills.

ACADEMIC QUALIFICATION:
· Bachelor of Commerce (B.Com) from OSMANIA UNIVERSITY Hyderabad, India. (2009 - 2012).  
· Intermediate: (C E C) from SULTAN – UL – ULOOM JUNIOUR COLLEGE Banjara hills. (2008 -2009).
TECHNICIAL SKILLS:

Software Packages: MS-Office 2003 & 2007 Operating System: Windows 98/2000 & 2007, Windows XP/Vista, 
EXCEL KNOWLEDGE:

· Filter, sort cell

· Merge/unmerge and center cell

· Wrap text

· Formatting text

· Auto sum

· Text to columns and etc.
PREVIOUS WORK EXPERIENCE:
Organization

:  SHADAN HOSPITAL.   (HYDERABAD)                
Designation

:   Cashier and  Receptionist.
Period

                :  From October 2014 to October 2016.
WORK RESPONSIBILITIES:

· Managing patients record date wise,month wise and as well as year wise.
· Maintain summaries certificates of op patients.
· Pacify patients when there is delay in OP.
· Submitting detailed reports and records to administrator. 

· Providing regular and accurate month wise data.
· Receive the patient query and generate bills by giving token number from running OP.
· Identifying,contacting and qualifying leads.
· Monitoring day to day work and records after submitting. 

· Maintain year wise records of patient after discharge.
· Handling front desk,including tele-calls,bill generation (Registration fee /consultation new or review/diagnostics/op procedures ) cash collection. 
PREVIOUS WORK EXPERIENCE:

Organization

:  MCM COTTON AND COMPANY. (HYDERABAD)                  

Designation

:   Cashier cum store keeper.
Period

                :  From February 2011 to March 2014 

WORK RESPONSIBILITIES:

· Handled work related to monthly billing and sales reports.

· Data entry & Maintenance of the invoice data.

· Managed monthly sales.

· Maintain daily sales data.

· Developing customized monthly sales plans
· Managing stock levels.

· Check the appropriate stock
· Maintain stock based details from the company.

· Preparing stock holding data.
· Identifying products and verifying the goods positions.

· Informing supervisors of goods errors.
· Provide all goods reports to the incharge.
· Check and move goods from one place to another.
· Checked goods before sending twicely.
· Finalizing goods which is appropriate for selling.
· Follow up for replacing of goods.
DECLARATION 

I hereby declare that the information provided in this application is true and correct to best of my knowledge.
