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E-Mail: manjeet.361766@2freemail.com
Seeking Management Assignments in Administration ~ Healthcare ~ Infrastructure ~ Delivery Management ~ Process / Project / with technology driven organization of repute.

Career Précis
· To be professionally associated with an esteemed organization with an objective to accept the 

Challenges and utilize my services more meaningfully and work towards the goals of the organization

 Professional Experiences
· Working  as a Front Office Executive / Accounts Executive in  National Hospital, Abu Dhabi   from 21 Sept ‘2016’ to till date .

· Worked as a Accounts Assistant with Tommy Hilfiger from 05 June 2014 to 15 may 2016.
Occupational Contour
National Hospital Abu Dhabi, UAE

 


(since  Sep 16 )
Designation: Front Office Executive / Accounts Executive
Team: Administration
Key Deliverables

· Compile analyze and prepare financial records 
-Managing the data through excel 
-Preparing sales invoices & the upkeep of an accurate accounts filing system
-Preparation and input of month end journal vouchers.
-Inputting, matching, batching and coding of invoices.
-Debtor and Creditor reconciliations.
-Compile analyze and prepare financial records

· Handle medical front desk in computerized and manual scheduling, billing, and health/insurance records supervision, including main carriers and Medicaid’s.

· Received patients' essential signs and pursued with appropriate and correct charting procedures.

· Keep frequent communication between patients, staff, physician, and laboratory staff.

· Plan medical screenings and following ups of the patients to get the results.

· Answer to precedence issues to make certain the timely referral of immediately required medical care.

· Communed with the physicians and the medical support personnel to resolve require for the patient services.

· Worked a wide scope of clinical processes, successfully communicate and recorded test results.

· Attained and practiced medical insurance information of patients rapidly and correctly.

· Maintained current computer based lab test results and the patient information.

· Responsible for solving service issues for the satisfaction of customer.

· Keep excellent business relationships with other hospitals.

Tommy Hilfiger






 Duration: (June 14  to  July 16)
Designation: Accounts Assistant
Key Deliverables

· Undertaking Various Tasks such as Postings to general ledger.
· Generating P&L reports and Balance sheets

· Checking all Purchase and Sales Statements ,Handling Petty Cash Expenses

· Preparation of  Bank Statement
· Coordinated approval processes of all accounts payable invoices.

· Daily review of cash flows and bank balances.

· Clients and Suppliers interaction for receivables and payments.

.
Academic Credentials
· Bachelor of Business Administration [BBA] 
· Punjab University 
· Diploma In computer Application
· NIIT
Technical Profiles 
· HEALTHCARE Software  Packages     :       HIS ,  HMS 
· Operating System                            :      MS-Dos, WINDOWS: 98,XP 
· Packages                                          :      MS Office , Ms excel, 
· Account Packages                           :       Tally
Personal Dossier 
Date of Birth

:    19 August 1992   
Marital Status

:     Married
Languages                     :     English, Hindi, Punjabi.
Nationality                      :     Indian

                     After reviewing my credentials, please contact me at your earliest convenience for a more in-depth review of discussion on how I can best be of service to you.

[ Manjeet  ]
