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Deepthi.338096@2freemail.com
To strive for excellence in a challenging environment ensuring Customer satisfaction and work effectively, applying my skills to the best of the requirement of the Organization.
Professional Summary:-

1.
Company 

:
  Seventh - day Adventist Hospital

Designation

:
  Insurance Co-Ordinator 


Specialization

:
  Rashtriya Swasthiya Bima Yojana (Smart Card) & Staff  


                                                  Insurance

Date Joined

:
  1st September 2011 to November 2012.
Duties & Responsibilities:-

· Front office management, attending to patients and fulfilling their requirements.

· Handle the day to day activities related to addition/deletion and renewal of employee insurance card.

· Checking the claims if any and forwarding the same to finance department for further action.

· Communicating and coordination with the employees for any concern related to the insurance activities in prompt manner.

· Preparing monthly reports and submitting to the management related to premium and claims statistics to facilitate Management review and decision for further action.

· Coordinate with insurance company for any follow ups.

· Handlings the patients insurance, clarifying the inquiries of the insurance terms and conditions.

· Preparing reports of the patient and forwarding the same to the insurance office for reimbursement. 

2.
Company 

:
  Bombay Burmah Trading Corporation.Ltd. 

Designation

:
  Insurance officer

Industry

:
  Tea Plantation.

Date Joined

:
  05th June 2010 to 30th June 2011.
Duties & Responsibilities:-

· Handling the Staff insurance activities.
· Co-Ordinate with Staffs for the reimbursement of Medi-claim
3.
Company 

:
  Talent Ahead Background Screening


Designation

:
  Report Writer – Back office
      
Specialization

:
  Background Verification




Date Joined

:
  05 June 2009
to 28 February 2010

Duties & Responsibilities:-

· Screening and preparing the employment history of the candidate to be hired for the company. If any discrepancies found in their details, will be reported to the Management.
· Verification of previous employment details like designation, salary, job performance and preparing report to the same.
· Coordinate and communicate in a prompt manner to obtain the required details.
4.
Company 

:
  CRP Technologies Pvt.Ltd, Mumbai.


Designation

:
  Verification Executive- Back office
      
Specialization

:
  Employment Verification 
  



Date Joined

:
  10th December 2007 to 15th November 2008..

Duties & Responsibilities:-

· Screening and preparing the employment history of the candidate to be hired for the company. If any discrepancies found in their details, will be reported to the Management.
· Verification of previous employment details like designation, salary, job performance and preparing report to the same.
· Coordinate and communicate in a prompt manner to obtain the required details.
Education Qualification:-
· B. A. Economics (University of Calicut)


Personal Profile:-

Name 
:  DEEPTHI.
Husband’s Name
:  Ranjith Ramakrishnan

Visa Status
: Spouse Visa

Present Address
:  Mohammed Bin Zayed City, Abu Dhabi                                 
Nationality
:  Indian.


Languages Known             :  English, Hindi, Tamil, and Malayalam. 



The above, mentioned information provided by me is true to the best of my knowledge and belief.
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