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	OBJECTIVE

	
	         To excel in the challenging assigned position and contribute positively for the growth of the organization   by utilizing my skills and knowledge while ensuring personal growth.


	
	
	IN SEARCH OF

	
	An Enterprise, where I can explore my knowledge, improve my skills and get to work as a key player in a challenging and creative environment.



	
	
	COMPUTER PROFICIENCY

	
	· Microsoft office.
· Internet




                        POSITION APPLIED: Receptionist/Secretarial Staff

	                                                           PROFESSIONAL QUALIFICATION

	      COURSE
	COLLEGE
	YEAR OF
PASSING
	%

	Bachelor Of  Science Degree In Nursing
	RR College of Nursing Bangalore, India.
	     2015
	        62%

	 Diploma in Nursing 
	    RR School of Nursing Bangalore, India
	       2007
	       60%


	ACADEMIC QUALIFICATION

	 COURSE
	                         COLLEGE
	YEAR OF
PASSING
	%

	Diploma        Computer Science


	M.S. Ramaiah Polytechnic,Bangalore.India


	2003


	54%



	 P.U.C
	St. Josephs College, Bangalore, India.
	2000
	51%

	 S.S.L.C
	St. Sebastian Higher Secondary School
Calicut, India.
	            1997
	52%


	ADDITIONAL QUALIFICATIONS

	BLS
(Basic Life Support)


	Certified by American Heart Association
(AHA)
	Valid Until September 2018


	EXPERIENCE DETAILS

	PERIOD
	INSTITUTION
	DESIGNATION
	DEPARTMENT

	2.1 Year’s

[19/05/2011

To

12/06/2013]
	VIMS Speciality Hospitals,
Bangalore, India
	Staff Nurse

	       Emergency(ER)

	3.5 Year’s
	Grant Medical Foundation, Ruby Hall Clinic, Pune, India.
	Sr. Staff Nurse
	           Oncology.


JOB SUMMARY
I am a graduate in medical field (Nursing) with almost 6 years of relevant experience in this sector as a receptionist and nurse.
I had got expertise knowledge as a receptionist where I worked as a both floor in charge nurse as well.
During this periods I had managed domestic and overseas patients and their quires related to treatment, billing, insurance and whatever needs they arise at the time.
All these times I had relied on my computer literate skills to maintain and achieve desired tasks.
I had always been assigned working with multi tasked work responsibilities, which has to be accomplished with expertise proficiency.
All these times I have enjoyed taking up any challenges or positions that had been asked to take-up by my employer.
DUTIES AND RESPONSIBILITIES
Managerial:
· Able to meet all necessary needs o information requested by the people of patients at the reception
· Maintains safety and wellbeing of the patients in accordance with safe Practice and ensure that all incidents /accidents are reported and recorded.

· Assist with preparation and implementation of daily rosters.

· Suggest and assist co-workers in establishing a good working atmosphere and the most effective and efficient use of staff supplies and services.

· Having good communication skills and efficient in working with a team.

· Experienced in handling overseas patients.

· Take charge of the clinical area for a whole as part of shifts.
Interests/Activities:

Participating in workshops, seminars & in-group discussions
Strengths:
Good communication skill, Positive Attitude, Leadership Quality, Sincerity & self- confidence, Willingness to learn even from the scratch and capable to work with a team.

Language Skills:

To speak: English, Hindi, and Malayalam & Kannada.

To read & Write: English, Hindi & Malayalam.
DECLRATION
I hereby declare that the above mentioned details are true to the best of my knowledge and assuring you my services to the satisfaction.
