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Professional Summary
[bookmark: _GoBack]Energetic and friendly executive with experience providing administrative support and customer service to clients and internal staff. Provides excellent customer service and builds relationships.
Profile
A result oriented Professional with 2+year of experience in the healthcare following areas:-
· Customer services
· Billing Knowledge
· Communication Skills
Technical Skills 
Knowledge of Microsoft Office Suite: word ,Excel, PowerPoint, Outlook.
1 year Diploma cum Certificate in Computer as a Web developer.
Clear the examination of Course on Computer Concepts (CCC).
Educational Qualifications
· Bachelor of Arts 
Delhi University, Delhi  (2023)
· Industrial Training Institute (ITI) Certification in HIS (Healthe Sanitary 
Inspector).
· Higher Secondary Education (12th  Grade)[Arts].
· Completed Secondary Education (10th Grade).
Employment Histroy
· Currently Working in [2024-current]
   Max Medcentre, Lajpat Nagar
· Have experienced of work in Max Multi  Speciality  Centre, Panchsheel Park.
Duties & Responsibilities
· Keeping front desk tidy and presentable with all necessary material. 
· Greeting and welcoming desks as they approach the front desk.
· Answering questions and addressing complaints.
· Answer all incoming calls and redirect them or keep messages.
· Have Good vision, coordination and self-discipline.
Skills
· Attention to details.
· Coordination
· Self Discipline
· Multitasking and Prioritizing.
· Written and verbal communication skills.
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