  NUPUR

  Gulshan Ikebana, Sec -143

  Noida, U.P

  Mob No. # 9818275218
Mail id: nupurbehl90@gmail.com

Summary
Nearly 7 years of work experience in different departments of Healthcare industry with expertise in Client Relations, Finance and Billing Departments.

PROFESSIONAL EXPERIENCE
Multiple roles held during 7 years of tenure with below mentioned responsibilities:

· Interact with Cooperate vendors; Query answering, Uploading Documents, Verification & Documentation, Explaining Policy terms and conditions, Settlement of bills.

· Accountable for daily cash reports management and reconciliation with the records.

· Keeping track of all payments and reconciling processed work by verifying entries.

· Preparing analyses of accounts and producing monthly reports and continuity to improve the payment process by uploading pending documents.

· To prepare and maintain data of patients availing cashless facility and status, check payable report.

· Preparing presentations on the basis of reports for the monthly meetings.

· Monitoring inventory, office stock and ordering supplies as necessary.

· Receiving calls and handling all queries of patients regarding schedule and cancel appointments, emergency billing, report enquiry etc.

· Giving Financial estimate to the patients and convert them from OPD to IPD.

· Handling International Patients queries and coordinating their schedule on daily basis.

· Coordinating with other departments to resolve customer complaints.

· Coordinating with Corporate Clients for their entitled employees’ Comprehensive Executive Health Check-up.

· Scheduling and delegating administrative tasks.

ACHIEVEMENTS

· Received appreciation for quickly learning the process and adapting to the work environment.

· Nominated and participated in many ceremonies of the department in the Company.

· Awarded for Best Employee of the Month.

EDUCATIONAL QUALIFICATION
· B.Com. from Delhi University in 2012.

· MBA (finance) from Symbiosis, Pune in 2017.

· Diploma from NIFA on CPCT(Computerized Professional computer Accountant) in 2011.

VALUE PROFILE 
· Good attitude.

· Fast learner, hard worker, keen interest in learning new things
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Husband’s Name
:
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Hobbies
:
Listening to Music, Internet Surfing

Language Known
:
Hindi & English
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