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ANSARI

ANSARI.367538@2freemail.com 


OBJECTIVE:

To have a placement in the Administration wing of a reputed firm, and have a challenging and long term employment with a prospective employer, offering personal and professional growth.

STRENGTH

· SOUND EXPOSURE IN ADMINISTRATION AND OFFICE PROCEDURES
· TO MAKE SMOOTH RELATION WITH MEDIA AND VARIOUS  GOVERNMENT OFFICES
· WELL KNOWLEDGE IN HEALTH INSURANCE SCHEMES
· HANDLE HEALTH CHECKUP PACKAGES
· EXPERIENCE IN CUSTOMER CARE RELATIONS
· COORDINATE INTERNAL AND EXTERNAL PROGRAMS FOR THE HOSPITAL
· COORDINATE MEDICAL CAMPS FOR THE OUTSIDE PEOPLE

· TO ATTEND VIP PATIENS

· ISSUE MEDICAL CERTIFICATE, EMERGENCY CERTIFICATE, TREATMENT CERTIFICATE, BIRTH AND DEATH CERTIFICATE FILL ALL TYPES OF INSURANCE FORMS,ISSUE WOUND CERTIFICATE TO THE POLICE OFFICERS
· ENSURE ALL PATIENTS FULLY SATISFIED WITH HOSPITAL FACILITIES
PRESENT EMPLOYMENT

DESIGNATION
:
PUBLIC RELATION OFFICER

MUTHOOT MEDICAL CENTRE, PATHANAMTHITTA,
AN ISO 9001- 2008 AND SAFE-I ACCREDITED   MULTISPECIALTY HOSPITAL IN PATHANAMTHITTA DIST
KERALA STATE, INDIA FROM 6th AUGUST 2006 TO7th JANUARY 2017
1. DESIGNATION
:
ADMINISTRATIVE ASSISTANT

FIRM


:
CHANDRAGIRI CONSTRUCTION COMPANY





ADMINISTRATIVE OFFICE, KOZHIKODE

PERIOD

:
AUGUST 2000 TO 5thJULY 2006

NATURE OF JOB
:
GENERAL ADMINISTRATION IN OFFICE PROCEDURE

HELP THE MANAGER TO MAINTAIN DAILY ADMINISTRATION

COORDINATE INTERVIEW FOR STAFF RECRUITMENT
2. DESIGNATION
:
AUDIT CLERK

FIRM
:
KURUVILLA & COMPANY AUDITING FIRM, 
PATHANAMTHITTA, KERALA

PERIOD

:
DECEMBER 1997 TO NOVEMBER 1999.

NATURE OF JOB
:
MAINTENANCE OF DAY TO DAY ACCOUNTS 
AUDIT THE STATEMENTS OF VARIOUS CONCERNS

MONTHLY SALES TAX RETURNS PREPARATION 
PREPARATION OF SALARY STATEMENTS

3. DESIGNATION
:
STORE KEEPER. 
FIRM


:
SHAJAHAN PROVISION STORES, PATHANAMTHITTA, KERALA

DURATION

:
APRIL 1999 TO JUNE 2000

NATURE OF JOB
:
REPORT TO THE MANAGER ABOUT THESTOCK
PREPARATION OF REPORTOFDAILY SALES
KEEP THE ACCOUNTS OF THEMAIN STORE

FIRM


:
REPUTED FIRM IN SOUTH KERALA HAVING DISTRIBUTION OF 
VARIOUS PRODUCTS. 
DURATION

:
APRIL 1999 TO JUNE 2000

EDUCATIONAL QUALIFICATION
:
B.A






CERTIFIED PROFESSIONAL CODER







(ICD 10, CPT, HCPC LEVEL II)

COMPUTER / TECHNICAL

Operating system
:
MS OFFICE

Packages

:
Tally9.0

PERSONAL INFORMATION
Date of Birth


:
31-05-1968

Sex



:
Male

Marital Status


:
Married

