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Professional Summary
· Over twelve years of experience in BPO/Medical Transcription/Office Management & HR in Healthcare industry.
· Comprehensive understanding of the ITES/BPO/Healthcare industry dynamics with skills keeping an update on the same.

· Experience with MS Word and other office automation softwares.
· An effective communicator with exceptional interpersonal skills and hands on experience in hiring, training, and deploying teams at short notice.


Areas Of Expertise
· Medical Transcription 
· Office Management.
· Electronic Health Record Keeping.

· Effective Decision-maker.

Role & Responsibilities

· Getting to know the customers/clients and their service expectations; supporting and facilitating the client’s growth plans.
· Managing the entire flow of production on a daily basis.

· Scheduling each accounts to respective account managers and monitoring the work flow

· Generating and sending Monthly Progress Report to Management.

Career Highlights

1.
Medical Transcriptionist

HeartlandKG.

Coimbatore

2001-2003
2.
Medical Transcriptionist
Omanline, Russayl

Sultanate Of Oman

2003-2004
3.
Editor

Guru Solutions

Technopark

Trivandrum

2004-2005
4.
Quality Analyst/Production Coordinator

Sealine Technologies

Trivandrum

2005-2010

5.
Production Manager

Roxbury Software and Services

GridZone, Technopark
Trivandrum

2010-2013

Academic Highlights

  2013
Medical Coding course
  2000
Medical Transcription course

  1998
Diploma in Pharmacy.

  1994
Completed Bachelors in Degree Course
  1991
Senior Secondary School Leaving Certificate from CBSE, Chennai, India.
  1988
Secondary School Leaving Certificate from CBSE, Chennai, India
Personal Details

Date of Birth         
: 19th September 1972
Sex
   
     
: Male
Martial Status      
: Married

Driving Licence:
: Yes

Languages Known    : English, Malayalam, Tamil, Hindi.

I certify that the facts mentioned above are true to the best of my knowledge

