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	MALE
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	MARRIED
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Curriculum Vitae

Personal Information
Career Objective

To work in the field of Medical Records Management with reputed healthcare organization
Professional synopsis

· 15 + years of experience in Medical Records Management and Medical Coding
· Competent professional with excellent analytical, quality control, customer service and interpersonal skills

· Successfully participated in 5 Joint Commission International Surveys and 1 Dubai Quality Award survey.
Qualifications
	Qualification Name
	Institution Name


	Year of Enrolment

	Year of Completion
	Type 

(Degree / Diploma)

	M.Sc Medical documentation  

Major : Medical Records Management
	Mahatma Gandhi University, Kerala , India
	Sept-2000
	Jan-2003
	Master Degree

	B.Sc 

Major : Zoology
	Kerala University, India
	June-1997
	Apr-2000
	Degree




Seminars / Conferences:
	· 2015- Middle East Healthcare Informatics Summit by AHIMA- Dubai

· 2014- Middle East Healthcare Informatics Summit by AHIMA- Dubai

· 2011- Electronic Health Records Conference, Dubai
· 2005 MEDRECON, Annual Medical Records Conference, India



Skills and Abilities:
	· Coding( ICD 9 CM , ICD 10- CM, CPT 4, Dental codes, etc.) 11+ years experience
· Electronic Medical records , Qualitative analysis of Medical Records 



Experience: Above 15 years experience in Medical Records management 

Employment History
	Organisation Description
	Leading healthcare group in UAE. Having 2 hospitals in Sharjah and Dubai with JCI, CAP and Dubai Quality Award accreditations.

	Position & Department
	Manager, Medical Records Department (MRD) for the group ( 2 Hospitals and 3 clinics)



	Employment period
	May, 2010 to present


	Responsibilities 


	· Responsible for the overall functions of medical records department and ensure the quality standards such as JCI and local regulatory standards are maintained.
· Maintaining a good filing system of all patients’ records for quick retrieval.

· Work close coordination with all the departments to ensure proper capture of data.

· Conduct the orientation to in house staff with regards to fulfilling the requirements of the department.

· Compile and maintain patients’ medical records to document condition and treatment and to provide data for research or cost control or quality care improvement process.

· Release information to persons and agencies according to the department / hospital regulations.

· Ensuring the proper coding of all the inpatient’s records as per the ICD – 10 CM and CPT 4
· Coordinate & conduct closed & open record review process periodically. 

· Preparing and submitting monthly statistical report to the management as on monthly basis.

· Organizing & conducting department meeting.
· Reporting to Director Administration.
· Preparing and submitting data to Dubai Statistic Centre
· Preparing the Hospital function analysis statistics.
· Chairperson of Medical Records review Committee


	Achievements
	Implementation of Coding process in MRD

Started Inpatient file scanning process in MRD


Previous Employments
	1. Employer Name
	Acorn Research, Dubai Healthcare city, UAE

	Organisation Description
	Acorn Research is a Healthcare consultancy company located in Healthcare City, Dubai

	Position & Department
	Medical Records and Coding specialist

	Employment period 
	May, 2008 to May 2010

	Responsibilities


	· ICD-9, ICD9-CM, CPT-4, HCPCS, Canadian Dental Codes, ICD-10, ICD O, ICD-10 AM medical coding to the medical records for billing and insurance purposes.

· Responsible in setting up JCI standardized Medical Records Departments in Hospitals including structure, work flow, Medical Records Management and functional requirements such:

· Medical Records Filing and Retrieval in a hospital setting.

· Confidentiality concern of medical records.

· Retrieval of data from medical records for research and quality assurance purposes.

· Quality & quantity analysis of medical records according to JCIA standards.

· Medical coding

· Statistics preparation


	2. Employer Name
	Al Mouwasat Hospital, Dammam, Saudi Arabia

	Organisation Description
	Mouwasat Hospital, A Joint Commission International  accredited (JCIA)  Hospital, , established in the year 1988 is an acute most modern 250-bed facility and is acclaimed to be the best in the Eastern Province of Saudi Arabia. The hospital is located at District 71/1 west of Dammam city in an area exceeding 31,500 Sq. meters. The hospital has specialty services in Cardiology,  Nephrology, Urology , Gastroenterology, Orthopedics, Obstetrics / Gynecology and Cardio-Thoracic Surgery

	Position & Department
	Medical Records Supervisor

	Employment period
	July, 2006 to April 2008

	Responsibilities


	· Medical Records Filing and Retrieval Management

· Quality & quantity analysis of medical records according to JCIA standards.

· Medical coding

Statistics preparation


	3. Employer Name
	Vikram Hospital and Heart Care, Mysore, India

	Organisation Description
	Vikram Hospital and Heart Care, An ISO 9001:2000 Certified Hospital, established in 2002, is a 120-bed hospital with full-fledged super specialty services in Cardiology, Nephrology, Cardio-Thoracic Surgery, Gastroenterology and Urology. Other services are Radiology services (includes CT Scan, MRI Scan, Ultrasound studies), 24 hours Casualty, OPD, Pathology, Laboratory, Blood bank services and Physiotherapy

	Position & Department
	Medical Records Officer

	Employment period
	April, 2005 to June 2006

	Responsibilities
	· Medical Records Filing and Retrieval Management

· Quality & quantity analysis of medical records.

· Medical coding

· Statistics preparation

· Medico legal case liaising with police and other enquiries.

Birth and Death certificate registration with corporation


	4. Employer Name
	Wockhardt Hospital and Kidney Institute, Kolkata, India

	Organisation Description
	Wockhardt Hospital & Kidney Institute, An Associate Hospital of Harvard Medical International, established in 1999, is a 120 bed hospital with super specialty services in Urology, Nephrology and Gastroenterology

	Position & Department
	Jr. Executive, Medical Records Department

	Employment period
	February, 2003 to April 2005

	Responsibilities
	· Medical Records Filing and Retrieval 

· Quality & quantity analysis of medical records.

· Medical coding

Statistics preparation


References, Certificates and supporting documents are available on request

I declare that the data furnished above are true to the best of my knowledge and belief.
Praveen
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