SHEKHAR 
E-Mail: shekhar.343788@2freemail.com 
Career Objective
I am a person with positive attitude. I aspire to be a person who is recognized as a part of a team, but uniquely identified for his contribution to the organization, and wish to be a part of organization which will provide me opportunity to learn and grow both personally and professionally.
Career Snapshot

Worked with Max Hospital from February, 2012 to January, 2014 in Insurance department.
Key responsibilities
· Handling claims with insurance companies and TPA’s.
· IPD and OPD billing
· Resolving patient queries and handling emergency cases.
· Front office management

· Dealing with Embassies for approval letters
· Co-ordinating with corporate 

· Worked in international patient services

· Worked as a cashier in order to collect cash and credit payments

· Do quality checks before sending Pre Authorization Forms, Discharge/Death Summaries, final bills to Insurance companies.

· Engage in doing quality checks by managing different trackers related to patients, TPAs and PSUs
· Domestic/International Patient feedbacks
· Done collection of due payments from patient’s
· Worked as a Help Desk Staff
Working with AXA Assistance since February, 03, 2014 in operations department.
Key responsibilities

· Organizing both IPD and OPD treatment for patients 

· Place guarantee to the medical facilities on behalf of insurance company

· Doing medical evacuations and repatriations

· Organize ground and air ambulance in remote locations to evacuate patients to adequate medical facilities
· Arrange medical escorts

· Handle patients query regarding hospital referrals

· Handling conflict in case of emergency

· Flight arrangement for patients 

· Organise MEDIF and Tarmac clearance

· Job responsibility also includes analyzing medical case management data and coming up with process improvement ideas by identifying gaps in existing processes

· Monitor patient’s medical condition by retrieving medical information from medical facilities

· Keeping an eye on the medical expenses and advising best treatment plans 

· Engage in doing quality checks by managing different trackers related to patients 

· Organize house call visits for patient

· Monitor smooth discharge process

· Monitor pre and post-operative treatments

· Monthly revenue generation report preparation

Awards & Recognitions:-
· Got awarded for being a part of Nepal rescue team sent by AXA Assistance to Nepal at the time of earthquake. 

· Got awarded twice with Service Excellence Certificate for maintaining customer satisfaction, quality control and grooming standards 
Core competencies

· Ability to do quality check on different medical cases to determine the standards of assistance delivered along with cost comparison. 

· Perform quality checks on the following :

· Turnaround Time on client queries

· Average Handling Time on each medical and travel case

· Quality control check on customer satisfaction

· Service excellence check on quality assistance
· Ability to identify gaps in existing processes, and suggest changes & improvements.
· Proficient in using PMS (Property Management System),  HIS (Hospital Information System) and concerto (Assistance Software)
· Extensive technical knowledge about Cashless & Credit Processing.
· Strong organizational, analytical & methodical skills
· Excellent oral & written communication skills
· Ability to work in an environment with tight production deadlines

· Ability to work both independently & in teams

· Ability to work with minimal supervision & direction
· Comfortable with working in both day & night shifts
Corporate Social Responsibilities:-
· Actively participated in Corporate Social Responsibilities like celebrating Doctor’s Day, World Environment Day, Max Healthcare Annual Day, etc.
Academic Credentials :-

· MBA from Punjab Technical University in year 2014 

· B.Sc. (HMCTT) from Punjab Technical University in year 2012 

· Senior Secondary from Punjab Education Board, Mohali in year 2008 

· Secondary Education from Punjab Education Board in year 2006 

Training:- 
· Industrial training with Bristol Hotel for 6 months 

· Medical/technical training from National Accreditation Board of Hospital & Healthcare Providers 

· Voice and telephony standards training organised by AXA Assistance 

· Medical and travel claim handling with AXA Assistance 

· MS office training with Max Healthcare 

Proficiency:-

· Excellent verbal & written communication skills 

· Excellent analytical skills 

· Good knowledge of MS Office 

Personal Details

Date of Birth: -                    December 30, 1989
Marital Status: -                  Single

Nationality: -                       Indian
Religion: -                           Hindu
Hobbies: -                           Cooking 
Declaration:   

I hereby declare that the above written particulars are true to the best of my knowledge and belief.


Date: 

                                                                                                                 (Shekhar)
Place:                        
                                                                                   Signature

PAGE  
1

