Curriculum Vitae

Name Of Medical Transcriptionist
Address 
India

Mobile#:  ------------
E-mail:-  --------------

CARRIER OBJECTIVE:

To utilize my potential and to enhance my skills for achieving new heights in Transcription Service in this rapidly growing Industry.

EDUCATIONAL QUALIFICATION:
1. 10th from CBSE New Delhi

Name of The School in 1989-90.

2. 10+2 from CBSE

Name of The School in 1991-92.

3. Graduation.  BA (Bachelor’s Degree)

From University in 1994-95

PROFESSIONAL QUALIFICATION:

1. Computer Education You Get From.

2. Completed Medical Transcription Training from Name of Institute 

WORK EXPERIENCE:

Presently working with Name of The Company as HBT October 2008.

Job Responsibilities:  Handling all the accounts fully and independently.

Previously working Name of The Company as Production Manager since October 2005.

Job Responsibilities:  My responsibilities as Production Manager were as follows:

· Managing and maintaining the team of above 70 MTs and QA.

· Proper distribution of work.

· Quality Control.

· Monitoring in-house team.

· Grooming and updating in-house MT, QA, and QAII as and when required.

· Monitoring vendors.

· Preparing feedback.

· Maintaining, updating, and reforming Templates.
· Holding weekly and monthly meeting with the seniors and keeping them posted as to the current situation and status of in-house team as well as vendors.
Previously working with Name of Company as an Assistant Production Manager since March 2004.

Job Responsibilities:  My responsibilities as an APM were as follows:

· Proper distribution of work.

· Quality Control.

· Monitoring in-house team.

· Grooming and updating in-house MT, QA, and QAII as and when required.

· Monitoring vendors.

· Preparing feedback.

· Maintaining, updating, and reforming Templates. 

· Holding weekly and monthly meeting with the seniors and keeping them posted as to the current situation and status of in-house team as well as vendors.
Previously worked with Name of Company  as Shift Supervisor from January 2003 till February 2004

Job Responsibilities:  My responsibilities as Shift Supervisor were as follows:

· Overall in-charge of the Night Shift

· Proper distribution of work.

· Quality Control.

· Monitoring the night shift team.

· Grooming and updating MT and QA as and when required.

· Preparing feedback.

· Keeping the seniors posted as to the current situation and status of the team.

· Final level QA of files as and when required.  
Started working with Name of Company in February 1999 and worked there till December 2002.

In Heartland, held different positions.  Worked there as Medical Transcriptionist, then got promoted as Quality Analyst, then got promoted as Quality Analyst-II, and then got promoted as floor in-charge.

Job Responsibilities:  Different job position had different job responsibilities that are summarized below

MT:

· Transcribing the files with at least 90% accuracy.

· Updating self with any change in template or any other feedback.

QA:

· Proof reading and editing the files done by MTs and raising the quality of the given file to at least 98% accuracy.

· Updating self as well as the MTs with any change in template or any other feedback.

· Attending weekly and monthly meetings as well as attending seminars as and when held by the organization to keep oneself abreast to the changing need of the industry.

QAII:

· Proof reading and editing the files done by QAs and raising the quality of the given file to at least 99.5% accuracy.

· Updating self as well as the QAs with any change in template or any other feedback.

· Attending weekly and monthly meetings as well as attending seminars as and when held by the organization to keep oneself abreast to the changing need of the industry.

Floor In-Charge:

· Keeping track of the workflow and managing the proper work flow throughout the shift.

· Updating QAIIs, QAs, and MTs with any change in template or any other feedback

· Maintaining the track record of each and every individual of the shift.

· Maintaining line count and accuracy data of each and every individual of the shift.

· Holding weekly and monthly meetings with QAIIs, QAs, and MTs for betterment and uplifting the quality as well as raising the line count.

· Attending weekly and monthly meetings as well as attending seminars as and when held by the organization to keep oneself abreast to the changing need of the industry.
COMPUTER SKILLS: -
Operating System: -

Single User



:
DOS, MS-Windows 98,

                   




MS-Windows 2000,






MS-Windows XP Professional.

Multi-user



:
MS-Windows-NT 4.0 ,





MS-Windows-2000 Professional,






MS-Windows-2000 Server,






MS-Windows-2003 Server,

Packages



:
MS-Office








MS - Outlook Express
PERSONAL DETAILS:-

Father’s Name

:
Father Name
Nationality


:
Indian

Language Known

:
English, Hindi, and Gujarati.

Strength
:
Hard Working, Good Team Leader,






Fast & Active learner and Energetic.

Date:  Today Date
Place: Place










Hand Signature
(Name of Candidate)
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