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Synopsis
Diploma in Computer Technology, Medical Transcription Field (7 years), MS Office skills, and have experience in client interaction, coordinating with team leads and CEO, and 3 years UAE experience as an administrator.
Objective
Seeking a career position within a company, where professional experience, education, and abilities would be an advantage to the growth of employer and self improvement.
Key Skills

Good PC skills including MS Office.

Typing speed of 80 words per minute.

Capability of multitasking.

Ability to work under pressure.

Self motivated and proactive.

Quick learner.

Qualification

DIPLOMA IN COMPUTER TECHNOLOGY
Directorate of Technical. Education, (Govt. of Tamil Nadu, India)

Attested by Foreign Affairs of UAE.
Three year Diploma course of the State Board of Technical Education.

Year of completion – 1999.

Visa Status

Husband sponsorship

Notice Period

Immediate
Additional Qualification 

Successfully Completed MEDICAL TRANSCRIPTION Training
KGISL, Coimbatore, Tamil Nadu, India.  Year of completion - 2001.

MS Word, MS Excel, and MS PowerPoint

Basic First Aid, 

Gulf Technical & Safety Training Certificate, Dubai, UAE.
First Aid Basic Plus CPR, AED, & First Aid for Adults, 

MEDIC First Aid Training Program, Dubai, UAE.
Professional Experience 

June 2012 to December 2013
B2K Medical Transcription, Erode, Tamil Nadu, India.

QUALITY MANAGER & TRAINING COORDINATOR
Quality Manager Job Responsibilities: 

· Everyday quality analysis report will be presented and discussed with CEO for action plan.

· Client updates and meeting deadlines will be discussed with CEO and managers.

· Scheduling meetings and preparing reports.

· Con-call with team leads, providing necessary support to expedite the work through mails.
· Extracting the low performers and counseling them on the areas to improve.

· Responsible to guide the team with updates and feedbacks. 

· Coordinating with team leads and organizing them for the improvement of team overall accuracy.
· For the production unit, proof reading and clearing blanks if any.

Training Coordinator Job Responsibilities: 

· Conducting presentations and Campus Interview for Placements in colleges.

· Selecting efficient trainees for entering into production, report will be sent to Production Manager.

· Handling practical training session and providing necessary support for quality improvement.

· Quality and performance monitoring and will be discussed in one-to-one session.

· Proactive measures will be taken whenever necessary for the target achievement.
May 2008 to May 2011

Polarcus DMCC, Jumeirah Lake Towers, Dubai, UAE.
ADMINISTRATOR  (Environmental Health Safety Quality)
Job Responsibilities: 

· Successfully completed first aid training program.
· Assist with the EHSQ department internal and external communication as required.
· Assist in the preparation of monthly stats, EHSQ reports, bid preparations and EHSQ presentations.
· Manage the department archives and databases.
· Arrange and provide logistical support to the department, including travel arrangements, hotel booking, and scheduling.
· General administrative support including issuing letters and reports.
July 2006 to October 2007

VISTARA SOLUTIONS, Erode, Tamil Nadu, India.
TEAM LEADER 

Job Responsibilities: 

· Managed office staffs of 12 members, includes 9 Medical Transcriptionists and 3 Editors. 

· Responsible to guide the team with client specifications updates and formatting instructions. 

· Handling weekly meetings and appraisals.

· Coordinating with staffs to process the jobs efficiently. 
April 2004 to June 2006

VISTARA SOLUTIONS, Erode, Tamil Nadu, India.
EDITOR

Job Responsibilities: 

· Editing Medical Transcriptionists’ clinical reports.

· Providing support to the medical transcriptionists for the betterment of quality and quantity.

· Edited at the maximum of 3000 lines per day with the accuracy up to 99.5%. 

November 2001 to March 2004 
VISTARA SOLUTIONS, Erode, Tamil Nadu, India. 

MEDICAL TRANSCRIPTIONIST 

Job Responsibilities: 

· Handled clinical reports namely SOAP note, History and Physical, Consultation, Operative reports, Discharge Summary, Radiology, Autopsy, and letters. 

· Able to handle multiple clients in a day with their formatting styles and client specifications. 

· Transcribed at the max of 800 to 1000 lines per day with the accuracy of 98%. 

· Typing speed of 80 wpm.

Personal Information

Gender



Female
Date of Birth


February 26, 1981

Nationality


Indian

Languages Known

English and Tamil
Career Objectives:  Would like to associate with the long-term strategic planning of the company and wish to contribute significantly to the process of development and growth of the organization in the long run.

