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Objective: To be an Integral part of a growing organization and be instrumental in the success of the Company. To achieve excellence in the area of specialization. Living up to the expectation of my employers, team members, and subordinates.


Customer Relationship Management ● Medical Secretary ● Quality Analyst ● Mentor ● Trainer ● Team management

· More than 15 years’ experience in various roles, like Medical Transcriptionist, Quality Analyst, Customer Support Specialist with recognized strengths in account maintenance, problem-solving and trouble-shooting, Mentoring and Training.

· Excellent working knowledge of Microsoft Office (Including Excel, Word, Power-point, Outlook)

· Ability to train, motivate, and supervise.

· A team player, acknowledged as “Best Customer Service Professional,” at e-Dictate IT Solutions 

· Honesty, Sincerity and Hard work are my outstanding features.

· Ability to adapt to any kind of role and give my 100% to it in a given period of time.

· Editor of the monthly electronic magazine, e-Connect at e-Dictate IT Solutions Pvt. Ltd. between 2008 and 2011

· Created multiple video tutorials which were helpful in training home based employees faster.

Team Management

· Recruiting team members, grooming them and monitoring their performance to ensure efficiency in operations and meeting of individual & group targets. 

· Creating and sustaining a dynamic environment that fosters development opportunities and motivates high performance amongst team members.

· Identifying and implementing strategies for building team effectiveness by promoting a spirit of cooperation.

· Streamlining processes to ensure smooth functioning of operations.

Key Account Management / Client Servicing

· Building and maintaining healthy business relations with major corporate accounts; ensuring customer satisfaction by achieving delivery & service quality norms.

· Interfacing with clients for suggesting the most viable product range & cultivating relations with them for securing repeat business. 

· Develop relationships with key decision-makers in target organizations for business development & interact with corporate clients on one to one basis to improvise consumer satisfaction index


Saksham Diagnostic Pvt. Ltd, Location: Pune,India, Designation: Head - Customer Service & Quality

Duration: December 2013 - Active

Function:

· Being the main contact for the customer in handling a question or problem, and 

keeping the customer updated with timely and frequent information about progress 
towards resolving the issue. Discussing the same with staff and management.

· Maintaining and updating company data on CRM

· Day to day TAT and quality monitoring.

· Quality sampling on reports done by Radiologist.

· Software training to new Radiologist.

· Being a mediator between the hospital and the Radiologist.

· Following up with Hospitals and Clinics for feedbacks, satisfactions surveys, and 
revenue generation.

· Training back office staff on new software and quality processes.

· Since this is a startup company, created processes and successfully implemented, 
created lucrative corporate and sales proposals.

e-Dictate IT Solutions Pvt. Ltd, Location: Pune, India. Designation: HBA Mentoring Executive
Duration: Jan 2007 – Sep 2011
Function: 

· Training and Mentoring of Home Based Employees on various platforms, software 
and account specific training.

· Training about the needs on nuances of medical transcription and documentation.

· Follow up with Mentees to ensure they achieve targets and go live in the minimal 
time possible.

· Constant hand holding to increase direct percentage.

· Created multiple video tutorials which were helpful in training home based 
employees faster.

· Preparing help guides and troubleshooting guides for new employees.

· Conducting weekly meetings with my team to discuss Customer related issues and 
methods to minimize the same

e-Dictate IT Solutions Pvt. Ltd, Location: Pune, India , Designation: Sr. Customer Support and Sales Support Specialist
Duration: April 2008– Nov 2008

Function:

· Interacting with Customers and providing Technical assistance with the help of a 
team of 5 people.

· Interacting with offices in India as well as E-Dictate LLC, USA and get the work done 
within the time scale. 

· Conducting teleconferences with Management of e-dictate IT Solutions and E-
Dictate LLC on monthly/quarterly basis.

· Conducting customer surveys.

· Recruitment and Training staff

· Testing software and websites with the software team at initial, mid and final 
stage of development.

· Preparing help guides and troubleshooting guides

e-Dictate IT Solutions Pvt. Ltd, Location: Pune, India, Designation: Sr. Quality Analyst
Duration: Sept 2003 – Dec 2006

Function: Quality Analyst, Medical Transcription

· Main responsibilities include checking the transcripts done by the transcriptionist 
· or junior editors, framing account instructions according to customer 
requirements, conducting occasional training sessions, giving constant feedback and helping them to deliver good quality work.

· Maintaining Customer profiles and other Technical documents and updating them 
· from time to time according to the client requirements.

· Preparing help guides and troubleshooting guides for new accounts for employees.

· New Account Cell member.  Setting up new Account for Production to go live.  
· Training MTs/QAs towards sending work direct.

· Knowledge of anatomy, medical terminology, drugs with various medical 
· specialties.

· As a QA, delivering accuracy of 99% per 1300 plus lines per day.

Chinar Software Exports (I) Pvt. Ltd., Location: Pune, India, Designation: Sr. Proof reader
Duration: Oct 1998 – Sept 2003

Function: Quality Analyst, Medical Transcription

· My job as a proofreader involved going through transcribed patient medical 
reports and correcting any errors, medical and/or English.

· Formatting of documents that one comes across to ensure best quality reports to 
customer. 

· While good English with sound grammatical base is a must, the ability to pick 
accents of doctors from different ethnicities goes a long way in giving shape to the final report which is accurate, both in form and content, as the doctor wants it to be.

Oracle Marketing Services, Location: Pune, India, Designation: Secretary to MD

Duration: Jan 1996 – Jan 1998

Function:

· Fixing and arranging appointments

· Handled telephone marketing for our products of communications like fax 
machines, binding machines, computers, printers, scanners, telephones etc., besides the routine secretarial responsibilities.

· Customer Support

· Maintaining all the records of the company dealings, and helping with accounts.


Awards and Certificates 

· Employee of the Month for excellent customer satisfaction – August 2008 – e-Dictate

· Employee of the Month in October 2007 – e-Dictate

Activities
· Lead editor for e-connect Magazine

· Voiceover artist

· Social networking

· Reiki

· Event Management

Technical Skills
· Trained by American CMT for Medical Transcription 

· MS Office, Internet

· CRM: Salesforce, Zoho


	Academic
	Year
	College
	Board/University

	B. Com. (Business Administration)
	2011
	Pune University
	PuneUniversity

	Higher Secondary (Commerce)
	1998
	St. Vincent’s Night College
	HSC, Pune Board

	SSC 
	1996
	Mount Carmel Convent High School, Pune
	SSC, Pune Board



Date of Birth:
24th September 1977

Marital Status:
Married

Sex:


Female 

Nationality:

Indian

Languages known: English, Hindi & Marathi[image: image1.png]
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