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PERSONAL SUMMARY
A highly competent, motivated and enthusiastic administrative assistant with experience of working as part of a team in a busy office environment.  Well Organized and proactive in providing timely, efficient and accurate administrative support to office managers and work colleagues. Possessing a proven ability to generate innovative ideas and solutions to problems. 
Currently looking for a suitable position with a reputable and ambitious company. 
SYNOPSIS

· Certified Professional Coder (CPC) awarded by American Academy of Professional Coders, USA.

· Certified ICD-10-CM Proficiency Assessment awarded by American Academy of Professional Coders, USA.

· Medical Coding - Well versed with systems and applications, ICD-9-CM, ICD-10-CM, CPT, & HCPCS.
WORK EXPERIENCE
· Worked as Medical Transcriptionist, Medical record file auditor & MRD Clerk in Life Care Hospital, Baniyas from Jan 2016.
· Worked as a Medical Coder for Six Months in MEDSUN.
· Worked as a Direct Uploader for Calyx from HBT.
· Worked as a Proofer for E.script Solutions for one year ( Drafted procedural manuals and job descriptions for the records department. ( Transcribed detailed medical reports. Edited sentence structure to clarify meaning and protect the organization from litigation. ( Increased word processing productivity by creating macros and using customized abbreviation software. ( Responsible for training of new employees from basic level of medical transcription and introduction of several transcription platforms. 
· Worked as a Medical Transcriptionist for Vasavi Prosoft Transcription Limited for about five years, Punjagutta, Hyderabad for 5-1/2 years (including 4 years Proofer cum Direct Uploader). 
· Senior Medical Transcriptionist ( Verify accuracy of patient information such as name and identification number; verify accuracy of transcription for correct punctuation, grammar, and spelling. 

· Worked in State Bank of Hyderabad in Estates Department for One Year under Apprenticeship training.
EDUCATIONAL PROFILE
· Certified in Medical coding and billing training from MEDSUN Institute Hyderabad. 

· Bachelor of Commerce from B.R.A.O. University
· Intermediate from Board of Intermediate with aggregate of 71 %.
· S.S.C from Board of Secondary School Education with aggregate of 65 %.
SKILLS & PROFICIENCY

· Certified Professional Coder (CPC) awarded by American Academy of Professional Coders.

· Six months comprehensive training program in Medical Transcription by Vasavi Prosoft   Transcription Limited, Punjagutta, Hyderabad.

· Proficient in: MS Office Package User i.e. PowerPoint, Vision, Excel, & Word Operating Systems: Windows 95/2000/XP/7.

TECHNICAL SKILLS 
· Excellent working knowledge of all Microsoft Office packages.
· Ability to maintain confidentiality
· Good working knowledge with all MT-related software and effective internet search.
· Excellent listening and research skills.

· Ability to type at least 80+ wpm.
· Excellent spelling, proofreading and computer skills.
· Ability to multi task and manage conflicting demands. 
· Ability to produce consistently accurate work even whilst under pressure
PERSONAL DETAILS 

DOB



:
03-12-1983
Sex



:
Female
Marital Status


:
Married
Languages Known

:
English, Telugu, Hindi and Tamil
Religion 


:
Hinduism
Nationality


:
Indian


If given a chance, I assure you to work hard and to face new challenges diligently and sincerely in order to set target and objectives.  To the best of my knowledge and belief, the information is correct.  

