Name Of Quality Analyst
Address
Tel:  91-11-Mobile Number                                          E-mail: Email address
________________________________________________________________________

PROFILE

· An extensive 11-year experience in the IT-enabled service sector.

· Proficient with both the training and production functions.

· A self-motivated and goal-oriented professional.
PROFESSIONAL EXPERIENCE

FREELANCER 







Aug 2009 – Till Date
Production Manager





Company Name 

Jan 2004 – Aug 2009




Company Address
Company Name  is a professionally managed business process outsourcing advisory as well as transcription production company.
Job Responsibilities:
· Developing departmental plans.

· Setting and meeting goals and deadlines.

· Implementing procedures to improve productivity and quality.

· Outlining and monitoring responsibilities of team leaders.
· Setting training modules.

· Conducting training/feedback sessions.
· Handling clients.
Team Leader
Full Company Name        
Company Name     
Nov 2000 - Jan 2004
                       


Company Address
Ace Networks is a subsidiary of Shyam Telecom, pioneers of telecommunications.  Ace Networks is in the field of medical transcription, BPO, and software development.

Medical Transcriptionist

Full Company Name        
Company Name                          Feb 2000 - Jul 2000

                                                      Company Address
N.Y. Dox Ltd. is the subsidiary of Nova Group of Industries.  It is among the leaders of medical transcription companies. 

A pioneer in the field of medical transcription services.  Selectronics was the first and the biggest organisation to set up IT-Enabled services in the northern region.

PROFESSIONAL QUALIFICATIONS

Business Communication Skills Course     
The British Council

A personality development course especially designed to meet requirements of the working professionals, covering various aspects of verbal and written communications and overall personality.

Medical Transcription Training          

Selectronics Equipment & Services Pvt. Ltd.

A comprehensive 6-month training program, designed and conducted by experts in the field of Medical Transcription.

ACHIEVEMENTS AT GLANCE
· Successfully managing the teams of 40+ people at Company Name
· Set-up branch office of Indoswift Consultancy Services at Lucknow, managing its operations, and turning that up into a successful production unit.
· Successfully consummated the deal with the first business provider of Ace Networks.
· Selected as the 'best medical transcriptionist' at Selectronics.

ACADEMIC QUALIFICATIONS

B.Com  (P)  

College Name  




Year
               
             Delhi University

INTERESTS AND ACTIVITIES

· Reading.
· Adventure Sports – tracking, water rafting, racing, etc.
