 RAJESH 
RAJESH.367615@2freemail.com 

Objective: To attain a challenging position in a dynamic organization that leverages my passion and Interest in the area of Operations.



Educational Qualification:

· SSLC

:
Malayala Vidyalayam High School on 1998 with 50%.

· +2

:
Board of Secondary Education Madhya Bharat Gwalior 99-2000 Batch with 71%.
· B.A English
:
B.A English literature in Open Madras University -2001 – 2004 batch.


Technical Qualification: HDSE (Higher Diploma in Software Engineering) – 2002 Batch at 75% of mark In APTECH Computer Education center.

EXPERIENCE
GGD JEWEL CREATIONS Pvt Ltd.


01/09/2015 to 10/04/2017
Assistant Manager


Joined with GGD as an Assistant Manager to develop the company to the next level. Registered the company from GGD Jewels Work to GGD Jewel Creations Pvt Ltd and we have done lot of changes for the company development by creating environment. 
Roles and Responsibilities
· Administrative Assistant ensures the efficient day-to-day operation of the office, and support the work of management and other staff
· Created Website for the company by working with the Web designer
· Provides office services by implementing administrative systems, procedures and policies, and monitoring administrative projects
· Maintains workflow by studying methods, implementing cost reductions and developing reporting procedures
· Keeping well-organized files and records of business activity
· Researching company data and archived reports and Keeping computer databases up to date
· Process accounts payable & receivable ensuring timeliness and accuracy of information
· Prepare accurate bank reconciliations and deposits
· Communicating with materials suppliers and vendors
· Learning about the company's mission and available products/services
· Preparing the documents for company correspondence
MAX LIFE INSURANCE



        
from December 2016
In additional I have Completed IRDA (Insurance Regulatory and Development Authority) and start working with Max life insurance as an Agent & Financial Adviser. 
INDIAN HEALTH CARE SOLUTONS.

    12 Sep 2005 to June 2015
CLIENT RELATIONSHIP MANAGER
JOB AS CRM: 

Led as well as participated in several projects to enhance offshore-onshore team collaboration, reduced escalations and exceed committed SLA performance including collection goals. Get in touch with client and get all the updates from the client and make the client satisfied with our work and make sure that all the team members are updated on all the mails and updates from the client. 
Check the monthly collections every week and if there is any deviation identified the problem and get solution for it or bring that to the client attention and get it done. To determine staffing needs and generate job requisitions. To get to know the training requirements of the team and arrange for the same with the help of the training department. Responsible for recruitment of agents/transaction executives for both voice and non-voice process. 

Handled 48 different types of clients with different types of Specialties. I was handling all the process like (Demo, Charges, Payment, AR & AR calling). There were nearly 35 to 40 people including three team leads were reporting to me. The volume of the project was approximately $100 Million. Handled the entire offshore revenue cycle process for several hospitals having different operational procedures. Our only mission is make the Client and Management happy and get more clients.
Achievements:

Joined as process associate and has been promoted to the next levels due to my hard work and dedication.
Worked with company to get ISO9001 certification.
JOB AS TEAM LEADER
I was handling AR project and a Transaction based entry project. AR- Criteria of this project were to get the maximum payment from the insurance or the carrier. The volume of the project was around 5000 claims with approximate value of $5, 00,000.00. . The clients are very much satisfied with the performance.

The communication is done thru” Contacting with in-house departments (Physician’s Office, Insurance Company and Patients.

Roles and Responsibilities:
· To keep track of the teams performance and workload and arrange for the staff movement and expansion
· To implement overall process and systems to maximize productivity and quality
· To ensures that the client requirements are met in time and as per their requirements

· To identify and to nurture talents, to work on cultural fit in the team and to counsel team members on work related and personal needs
· To ensure that the reports sent to the client is accurate and that it is done in the expected time
· Preparing and forwarding the Invoice along with the backup documents substantiating the invoice sent
· Keeping track of the productivity and to prepare reports on the productivity based on the data’s received and entered. To update and to strike a rapport with the client counterpart and to build the confidence in the delivery process
· To monitor the daily and monthly metrics
· Monitor multiple client sub projects across all functions and ensure client SLA’s are met consistently
· To assist management in planning, monitoring and preparing the budget report for the future keeping in mind the delivery costs and to make adjustments proactively
JOB AS AN ANALYSIS  
Involves to extensively study the accounts of nearly 3000 patients registered in the + Medic and Proactive, this is done by generating and studying various system reports on a regular basis. We had to analyze and identify the account in order to get the pending claims paid from the Insurance Company.

Responsibilities:
· Primary responsibility is to analyze the accounts and collect the money in the right time 

· Fixation of targets to be collected each month and to ensure that the target is met
· Preparation of various reports for our clients as and when required and submission of regular month end reports
· Coordinating with the charge entry and cash entry personnel for various details
· Training and guiding of new recruits
JOB AS A PAYMENT POSTER

I have to post the payment information in the patients account and tally the total payment received with the payment posted in the software. After posting the payment we have to send the detailed reports to the team lead on daily bases and similarly there are some reports which we have to maintain weekly and monthly with  all the payment we gets on those particular month.
Responsibilities:
· Post the Payments and tally the accounts and send a report with the payment details with clarification report
· Capture and take action on the Denial which we received
· Sent the requested reports to the TL regarding the payments on weekly and monthly bases

L-CUBE INNOVATIVE SOLUTION Pvt. Ltd.
November 2004 – September 2005.

Job as Charge Entry
Transaction Based Project: I was responsible for coordinating and processing of 8000 – 10000 charge sheets to be entered in the system within the given time frame. The coordinating process included teamwork such as Sorting, Pre-Coding, Entering of Patient Demographics and Charge Sheets. 

I had framed and formulated procedures to be followed to enter the patient demographics and charge sheets and had coordinated with the Team Leader for clarifications wherever required on a day today basis.  Have to update the TL with the detailed spreadsheets for the information-required in-order to process the same. 


