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Email:   nasir.370260@2freemail.com 
Name
Nasir 
Date of Birth
10-10-1984
Nationality
Pakistan
· Medical Transcripts 

· Medical Record Technician
· Clinical Assistant
· Account Assistant
· Executive Assistant
· Accountant Assistant
· Medical Secretary/ Receptionist
· Admin Office Assistant
· Data Entry/ Computer Operator
· Customer service experience
To continue my career with an organization that will utilize my MANAGEMENT, SUPERVISION & ADMINISTRATIVE skills to
benefit mutual growth and success.

· Board of Intermediate and Secondary education Bahawalpur Pakistan
Matriculation  (Science)
1998
· Board of Intermediate and Secondary education Bahawalpur Pakistan
Intermediate (F.A)
2003
· Friends Institution of Computer Management Bahawalpur Pakistan (PVT)
Diploma in handling of computer Software and applications (2004)
· The Islamia University Bahawalpur Pakistan
Graduation (B.A)
(Bachelor of Arts)
2005
· The Islamia University Bahawalpur Pakistan
IELTS English language course
(2005)
  SHAPE  \* MERGEFORMAT 




· Responsible for developing innovative policies and procedures for the Department.
· Coordinated in the activities of nursing, clerical, technical and mobile unit.
· Responsible for recruiting, hiring and evaluating the performance of medical staff.
· Good record keeping skills.
· Drafting and interpreting regulations and dealing with queries and complaints.
· Monthly & Yearly record of total admissions of the patients to the ward.
· Maintaining
radiographic
record
of
the
patients
and
other investigations for later reviewing.
· Make Emergency operation list of the morning, evening and night operation theatres.
· Maintain
Head
of
Department
diary
schedule
and
coordinate appointments, meetings and other official engagements.
· Dealing with the tasks of editing, typing, mailing & filling.
· Responsible and preparing manual documents by making use of computers.
· Prepared daily report of the staff and updated the same to the senior management.
· Keeping the file record of every doctors and Paramedical
· staff of the department
· Organize and manage various academic and recreational events and functions for the Department.
· Prepare
presentation
and
meeting
materials
for
the
Head
of Department.
· Manage,
convey
and
display
incoming
and
outgoing
mail, interdepartmental & out departmental calls and circulars.
· Attend meetings with faculty members and record minutes of meetings.
· Maintain general dispatch diary of the Department.
· Make the admission chart and admission sheet of the patients.
· Make computerized discharge slip of the patients.
· Assist the senior in medico legal surgical notes of the patients
· Preparing the lecture with Head of Department for 4th year MBBS Classes in Quaid-e-Azam Medical College Bahawalpur.
· Manage the multimedia projector and all other I.T related hardware for the department
· Prepare the presentation in CPC daily morning meetings with postgraduate residents
· Assist to organize the workshops, courses, conferences and alumni in the department.

· Managed Total Knee Arthroplasty workshop & Symposium in the Department of Orthopaedic Quaid-e-Azam Medical College /Bahawal Victoria Hospital Bahawalpur Pakistan In 2008.
· Managed Pain Management Symposium in the Orthopaedic Department Quaid-e-Azam Medical College /Bahawal Victoria Hospital Bahawalpur Pakistan In 2008
· Organized  AO  S e c .  Orthopaedic  Trauma  Symposium   Orthopaedic Department Quaid-e-Azam Medical College /Bahawal Victoria Hospital Bahawalpur Pakistan in August 2010
· Organized R h e u m a t ol o g y  conference at  Quid-e-Azam  Medical  College/  BVH B a h a w a l p u r  in May 2011.
· Organized Joint Scientific Conference of  QMC  Alumni  &  AAPNA  at  Quid-e-  Azam Medical college/ Bahawal Victoria Hospital Bahawalpur Pakistan 2011 & 2012
· Organized AO ORP Advance course Orthopaedic unit Quid-e-Azam Medical  College/ BVH Bahawalpur in 30 & 31 December 2011.
· Bahawalpur Orthopaedic Forum in Civil Hospital Bahawalpur 2016.
· Organized Total knee Arthroplasty course Orthopaedic unit B.V.Hospital Bahawalpur in 8th March 2014
· Organized  knee  Arthroscopy  course  Orthopaedic  unit  Bahawal  Victoria Hospital
Bahawalpur Pakistan 2015
· Organized  deformity palming  workshops and Ilizarov technique  course  Quaid- e - A z a m m e d i c a l C o l l e g e / Bahawal Victoria Hospital Bahawalpur Pakistan 2015 .
· O r g a n i z e d Bahawalpur Orthopaedic Forum in Civil Hospital Bahawalpur 2016
· Organized P.O.A Arthoscopy Forum , 6th Arthroscopy workshop QAMC/B.V.H Bahawalpur 2015
· Organized Pakistan Orthopaedic Course & Ponseti Club Workshop in Orthopaedic Department QAMC/B.V.Hospital Bahawalpur
2016
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· Responsible for maintaining the smooth running and operation of all front desk activities in a busy medical practice. Helping the doctors and medical staff by managing their administrative and secretarial duties.
Duties:
· Answering telephone calls and dealing with face to face enquiries.
· Politely greeting patients and visitors to the centre.
· Explaining the practice procedures to new patients.
· Dealing with all requests in an efficient and courteous manner.
· Opening post and forwarding it onto the relevant parties.
· In charge of the doctors diary.
· Writing letters and correspondence on behalf of the surgery and medical staff.
· Scheduling appointments for patients.
· Updating the surgeries computer system with appointments and personal details.
· Maintaining a clean reception area to show a professional image.
· Arranging for clinical nurses to check a patients blood pressure, height and weight.
· Making sure that the appointments system runs smoothly.
· Receiving urine and blood samples and sending them off to hospital laboratories.
· Screening enquiries for the doctors and medical staff.
· Registering new patients at the surgery.
· Checking patients in and out.
· Accurately collecting information and personal details about patients.
· Arranging any necessary follow up appointments for patients with hospitals or with other healthcare professionals.
· Ensuring that all medical samples are correctly labeled.
· Filing away the results of tests.
· Liaising with couriers and delivery companies.
· Arranging prescriptions for patients.
· Making sure that the medical consulting rooms and surgery is fully stocked with essential supplies.
· Organizing meeting between the practice staff and senior managers.
  SHAPE  \* MERGEFORMAT 



· Assisting users with software and hardware problems.
· Ability to priorities and organize a heavy workload.
· Maintaining records of computer and system downtime.
· General knowledge of office procedures and policies.
· Extensive knowledge of medical terminology.
· Ability to quickly file alphabetically and numerically.
· Expertise in the usage of MS office tools namely word, MS- Excel, Power point, Ms- Access.
· Ability to use spreadsheet and email applications.
· Aware of the rules and regulations relating to medical documentation.
· Answering telephone calls and dealing with face to face enquiries
· Dealing with all requests in an efficient and courteous manner.
· Opening post and forwarding it onto the relevant parties.
· Writing letters and correspondence on behalf of the surgery and medical staff.
· Updating the surgeries computer system with appointments and personal details.
· Making sure that the administrative system runs smoothly.
· Screening enquiries for the Head of the Department and medical staff.
· Arranging any necessary follow up appointments for patients with hospitals or with other healthcare professionals.
· Arranging prescriptions admission and discharge of patients.
· Making sure that the medical consulting rooms and surgery is fully stocked with essential supplies.
· Organizing meeting between the practice staff and senior managers.
· Committed to customer service excellence.
· Troubleshooting any IT problems.
Mr. Nasir 
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Career History





Dec 07 – Present





Bahawal Victoria Hospital Bahawalpur


Government of Pakistan





Computer Operator/ Admin Assistant/ Secretary





WORK SHOPS MANAGED/ ORGANIZED





16 April 05 – 5 Dec 07	Aizaz Clinic /Hospital Bahawalpur Pakistan





Medical Administration /Computer Operator/ Medical Record Technician





PROFESSIONAL EXPERIENCE


Competencies:











