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CAREER AIM:
To work in a global environment which provides consistent growth and progressive enhancement of my skill sets.

KEY SKILLS:
Medical Coding, Quality control, editing, writing, research, internal communications, MS Office.
AREAS OF INTEREST:
Medical Coding, Editing & Proofreading.

WORK EXPERIENCE:
Total experience 10 years including 8 years as Editor/Proofreader.
EDUCATION
Graduation, Burdwan Raj College, University of Burdwan, West Bengal
2001
Schooling, Simlon A.K. Vidyamandir, Simlon, Burdwan, West Bengal
· From West Bengal Council of Higher Secondary Education Examination in Commerce
1998
· From West Bengal Board of Secondary Eduction
1996
HEALTH INFORMATION MANAGEMENT TRAINING

•
Completed four months’ Comprehensive Training Program in Health Information Management from January 2012 to April 2012 at Value Med Solutions Pvt. Ltd, Hyderabad, which includes Medical Terminology, Medical Coding, Practice Management, HIPPA Compliance.
HEALTH INFORMATION MANAGEMENT CERTIFICATION
CPC-A:  Certified Professional Coder from AAPC.
WORK EXPERIENCE

IMedX Information Services Pvt. Ltd., Begumpet, Hyderabad.                                                                     07/2008-Till date.
Editor
•
Editing of word document which are proofread by the proofreaders.  Training the new entrants, and also being a member of committee for the software development to suggest to them ways to automate the production processes.
•
Giving feedbacks to the Proofreaders and updating them about the new information about the client specifications.

•
Collect statistical data to analyze departmental productivity.  Oversee daily activities of department to optimize productivity and quality of work.  Follow established departmental policies, procedures, and objectives, and continuous quality improvement objectives.
UBS Service Center (India) Pvt. Ltd., Hi-Tech City, Hyderabad.                                                                     01/2008-06/2008
Senior Document Specialist (Quality Auditor)

•
Helping the documentation specialist to prepare the Powerpoint presentation, especially with banker’s handwritten markups.  
Keep updating the documentation specialist about new information regarding stylistics about the UBS standards.  Give constant feedback to documentation specialists to improve their quality by proofreading/editing their presentations.
•
Tracking the latest industry trends & developments and keeping abreast the same.  Monitoring adherence to guidelines and conducting internal audits at the unit.
•

Obtained extensive experience in editing and proofreading of balance sheets, financial statements and other business communication documents related to a Bank.
•

Edited, proofread, and verified numerous articles and information providing the client with accurate data and ensuring customer satisfaction through solving client queries, providing suitable inputs, and editing data required by the client.
•

Capable of searching and excavating out related information using on-line sources and further accumulating the information giving accurate data to customers..

IMedX Information Services Pvt. Ltd., Begumpet, Hyderabad.                                                                       07/2006-01/2008

Proofreader

•

Responsible for analyzing the quality given by transcriptionist and fulfilling the responsibilities of quality assurance as well as problem resolution.  Worked as a media between the transcriptionist and the Editor.
CBAY Systems Pvt. Ltd., Banjara Hills, Hyderabad                                                                                          03/2004-03/2006
Proofreader

•
Reaped information from various U.S. Hospitals regarding their patient database management system.

•
Troubleshot, compiled, proofread, and finalized information covering accuracy of information to ensure customer delight. Provided apt inputs; diligently edited the data required by various clients.
Infovision Software Pvt. Ltd., Kolkata                                                                                                              09/2002-03/2004

Medical Transcriptionist
•
Transcribe medical dictation from physicians and nurse practitioners using Dictaphones and computer software, proofread all work to ensure the patient database and other necessary information is accurate.

ABILITIES AND QUALITIES

· Sound knowledge of ICD-9-CM and CPT coding, extensive medical terminology knowledge.
· Excellent analytical/research skills and ability to handle multiple assignments accurately.
· Ability to deal and deliver with regard to fast deadlines.  Ensure strict confidentiality of all records.
· Ability to find and search for information on the Internet.  Expertise in delivering process-related MS Office and brand training.  Ability to work in various platforms (windows 98, XP, Vista)
· Possession of a steady and calm temperament with optimistic ideas and attitude, positive, flexible in nature, can grasp new things very quickly, can work in a team.  Strong commitment to quality customer service.
· Ability to work in different shifts.

PERSONAL DETAILS
Languages:  Proficient in English, Hindi, and Bengali.

Hobbies:  Reading newspaper, making quality friends, and surfing the internet.
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