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VIPIN
VIPIN.367222@2freemail.com 

     




OBJECTIVES
Seeking a position in an organization that can offer steady growth opportunity and new challenges. Looking for a job that can provide me ample scope to contribute to the growth of the organization.
STRENGTHS

· Achievement oriented with excellent people management skills and an ability to manage change with ease. 

· Dynamic and independent team player with proven strength in problem solving, co-ordinating and analysis.

· Strong communication, interpersonal, learning and organizing skills matched with the ability to manage stress, time and people effectively.

· Able to work accurately under pressurized conditions to tight time frames.

SKILLS
· Telephone skills 
· Customer Service & Time Management skills

· Attention to Detail

· Scheduling, Keyboard skills

· Office Administration skills
          PROFESSIONAL EXPERIENCE
          AMARDEEP EYECARE, TRIVANDRUM
          Receptionist

          Duration: October 2014 – October 2016
· Welcome and greet all patients and visitors, in person or over the telephones; answering or referring inquiries.
· Register new patients and updates existing patient demographics by collecting patient detailed patient information including personal and financial information.
· Explain the practice procedures to new patients.
· Ensure patient information is accurate including billing information.

· Inform patients of medical office procedures and policy. Assist patients to complete all necessary forms and documentation including medical insurance, processing medical insurance submissions.
· Handling incoming and outgoing mail.

· Scheduling appointments for patients.
· Move patients through appointments as scheduled.

· Checking patients in and out.
· Maintain stock of forms and office supplies

· Liaising with couriers and delivery companies.

· Responsible for keeping the reception area clean and organized.

IDA Technologies Pvt Ltd

Process Executive: Data Entry (April 2014 – July 2014)
Responsibilities:

· US Clients Medical Form filling

· Loan Application form filling


           Vodafone Cellular Limited, Trivandrum
 Backend Co-ordinator (July 2013 – November 2013)

Responsibilities:

· Filling of CAF’s through CPOS
· Mailing Correspondence



· Sim Activation Reports of customers
· CRM Datas Follow up

 STYLE PLUS, Trivandrum


Purchase Co-ordinator (May 2010 - May 2012)
Responsibilities:
· Preparing and checking accuracy of reports, requisitions, vouchers, purchase orders, invoices, compute extensions and discount and taxes.

· Answer telephone calls and communicates with vendors and salespeople.

· Able to communicate with Accounts Department on payment matters. 

· Excellent communication and writing skills.
· Responsible for maintaining and updating all sales and purchasing reports for forecasting and cost tracking.
     EDUCATIONAL QUALIFICATIONS

	Degree
	Subject
	Board/University
	Year
	Results (%)

	BA
	English
	University of Kerala
	2012
	44

	HSE
	Commerce
	Board of Higher Secondary Examination
	2004
	57

	SSLC
	All Subjects
	Board of Public Examination
	2002
	58


Technical Qualification


ITI – MRAC (Refrigeration and Air Conditioning Mechanic)


            Computer Proficiency
MS Office
Language Proficiency
English, Malayalam, Hindi
Interests 

Travelling, reading books, listening to music
