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SIRAJ

Siraj.355015@2freemail.com                                                                                                
OBJECTIVES:
To be a part of an organization that entrusts professionally challenging environment which broadens the fine skills and provides continuous growth opportunities.
ACADEMIC RECORDS:
	Course
	School/College
	University/Board
	Period
	Percentage of

Marks

	M.com (general)


	The New College,

Chennai –   600014. 

Tamil Nadu.

.
	Autonomous
	2013-2015


	62

	B.com (general)


	The New College,

Chennai –   600014. 

Tamil Nadu.

.
	Autonomous
	2010-2013


	67

	XII


	   HSC (+2 )

	TN State Board.


	2009-2010
	68



	X


	S.S.L.C (10th Standard)
	TN State Board.


	2007-2008
	65




ASSETS
·   Effective leadership and able to work as a Team Player
·   Good Organizational and Communication skill

·   Sense of Creativity,

·   Excellent Problem  solving  skill and Quick Decision Making abilities

·   Work commitment.
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POSITIVE TRAITS
· Eager to learn new things

· Open mind and straight forward
· Very enthusiastic and highly motivated 

· Self Confidence 

· Honest and truthful

· Hard work 

· Good inter Personal skill
· Good knowledge in verbal and written communication
 PROFESSIONAL EXPERIENCE : 

SCIO MANAGEMENT SOLUTION PVT LIMITED (TIDEL PARK) 

SCIO Management Solutions is a revenue cycle management and consulting firm specializing in providing solutions to multiple disciplines with extensive knowledge in medical and radiation oncology, diagnostics, dermatology, cardiology and internal medicine. It serves as administrative and back office operations for hundreds of physicians around the country.
Started my carrier as “Junior Client Service Executive” and promoted to Senior Client Executive within a span of 1 year in SCIO Management Solution Pvt. Limited (Tidel Park). Worked 2 years in SCIO from September 2013 to July 2015.

JOB RESPONSIBILITIES 

· Insurance verification via telephone with Insurance companies in United States

· Authorization & Referral preparation for Medical Purpose – United States

· Claims Management

· Denials Management

· Analyzing Accounts receivables

· Submitting the AR related US Based Accounts Statement to the US Clients  

ACHIEVEMENTS :
· I have been promoted as a Senior Client Eexecutive in 1 year   
· I have been promoted as a process head within 10 months from the date of joining.

· I was headed a process and handled 3 juniors and trained 4 to 6 juniors.
· I Got many aappreciation mails from client & Mmanagement
· Handled 2 End to End process for the past 1year 6 months including Claims.

· Achieved many hard targets on time.

· We had totally 9 data base in our process I have worked in all data base and obtained good knowledge about claims handling.
· Claimed payments for many Aged claims and got incentives for my job thrice.
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AKSHAYA IMAGING SYSTEMS PVT LTD
Akshaya Imaging Systems Pvt. Ltd, incorporated on Oct 2013 and established a factory at Gummidipoondi, SIPCOT Industry, Thrivallur District, Tamil Nadu. Akshaya Imaging Systems Pvt. Ltd., is the Second Manufacturer of PS Offset Plates, CTCP & CTP Offset Plates and has 50 Employees, Sales of INR.47 Crores / Annum and has an Admin Office in Chennai. 

At present I am working as Account Assistant and reporting directly to the Finance Manager from Jan 2015 to till date. 

JOB RESPONSIBILITIES
· Data Entry  in Tally ERP 9 (All Transaction)
· Handling all Cash related activities
· Handling all Bank related activities
· Preparing Sales Invoice
· Placing orders and preparing Purchase Orders
· Preparing & Placing Purchase Order based on reorder level 
· Preparing Stock Report 
· Inventory Management
· Sundry Debtor / Sundry Creditor Management
· Preparation of Financial statements (i.e) Daily Cash Flow Statement, Monthly P&L, Balance Sheet & Stock Report, Weekly AR & AP  
· Reporting directly to Finance Manager at the end of the day.

EXTRA CURICULAR ACTIVITIES
· Actively participated in Quiz, Seminars and Group Discussions events.

·  Participated in NCC & NSS events.
· CULTURALS SECRETARY of The new college 2013. 

· Gold medalist in firing in NCC.

· Best campus manager in INDIA FEST.

PERSONAL PROFILE:
Age                       
:   
24 YEARS

Mother’s name 
:   
Saduna 
Date of Birth   
:  
01 March 1993

Gender

            :  
Male

Nationality

   
:  
Indian

Marital Status         
:  
Single   

Religion         

:  
Muslim

Language known        :
Tamil, Urdu, English

Native place           
:
Chennai, Tamilnadu 

Mother language    
: 
Tamil.

DECLERATION
               I hereby declare that the above information is true and I will prove to be worthy of your confidence and satisfaction.
DATE   :

PLACE :                                                                                                              SIRAJ 
Extra Curricular Activities                


    








