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Objective:
Aim to be a part of your organization wherein I can use my skills and experience that will prove
to be an asset to the growth of the organization
Summary:
· Experience in back end office support and customer relations 
· Flexible at managing multiple projects 
· Quick learner 
Education:
· MSC In Microbiology from Mysore university-2012 
· BSc from Govt. Science College, Hassan (Mysore University)-2008 
Work Experience:
Company Name: Company, Bangalore
Period: February 2012 to December 2013
Designation: Purchase Assistant
Responsibilities
· Control & Custodian of documents along with distribution of Internal Documents 
· Control of External & Project Specific Documents 
· Tracking the pending documents through weekly progress reports. 
· Custodian for ISO Documents. 

· Insurance claims Management. 
· Invite quotes and proposals from suppliers/subcontractors. 
· Prepare comparative summary and recommend feasible options to Estimation team. 
· Analyze resource requirements from project team and assist in finalizing procurement strategy. 
· Undertake all documentation required for procurement like Purchase orders, approvals, management reports etc. 
· Facilitate good relations with reliable and reputed vendors for future works. 
Company Name: Hospital , Bangalore
Period: August 2010 to January 2012
Designation: Customer Care Executive
Responsibilities
· Managing appointment. 
· New admissions management 
· Random patient file audits. 
· Handling customer grievance & Feed back. 
· Handling estimations and follow up. 
· Report Management on service gaps / customer grievances. 
· Ensure accurately in billing. 
· Maintain a cordial and professional relationship with consultants. 
· Co ordinating with other departments to provide seamless service delivery. 
· External and internal documents management. 
Company Name: Hospitals , Bangalore
Period: July 2009 to July 2010
Designation: Care Facilitator
Responsibilities:
· Meeting the new admissions. 
· Random patient file audits. 
· Facility management. 


· Shift distribution and management. 
· Co-ordination of ancillary services. 
· Customer grievances Management. 
· Handling Estimations. 
· Managing service gaps / customer grievances. 
· Focus on continuously enhancing customer experience. 
· Ensuring functional and service standards are adhered professionally. 
· Coordinate & plan for customer flow – anticipate peak & off peak timeings. 
· Maintain a cordial and professional relationship with consultants. 
· Manage relationships with other departments to provide seamless service delivery. 
· Ensure patient/customers have best service experience. 
Computer Skills:
· Basics of MS-Windows XP, Tally 
· Microsoft Office – Excel, Word, Power point 
· Internet & Basic Networking. 
Personal Details
Date of Birth
: 04-09-1988
Marital status
: Married
Languages known
: English, Hindi, Kannada, Konkani
Religion
: Roman Catholic
Nationality
: Indian
Joining Period
: Immediately

