Mrs. Sakshi Sudhir Chavan
Lokmanya Tilak Nagar, Patel Nagar,
Santacruz East Mumbai No. 400 055.


CAREER OBJECTIVE
To obtain a position in a reputed organization where knowledge would be of value and provide genuine scope for career development.

PERSONAL DETAILS
Date of Birth


:  17th Oct 1982
Sex



:  Female
Languages known

:  English, Marathi, Hindi.

Martial Status

:  Married
Nationality


:  Indian

Religion


:  Hindu
Contact No.


:  9892120783, 9867817998
E-Mail Id

            :  chavan.sakshi@yahoo.com
ACADEMIC QUALIFICATIONS
	DEGREE
	YEAR OF PASSING
	BOARD
	CLASS

	T.Y.B.A.
	March – 2003
	Mumbai University
	I

	H.S.C
	March – 2000
	Mumbai University
	II

	S.S.C.
	March – 1998
	Mumbai University
	II


COMPUTER PROFICIENCY
· Certificate Course in Ms-word, Excel, DOS. Internet     
· Typing English Speed 30 w.p.m.
WORK EXPERIENCE
Currently working as Process Associate with M/s. GEBBS HEALTHCARE SOLUTIONS, Andheri (E), since 11th Dec. 2006.  Gebbs is a Healthcare BPO Company, offering Medical Billing, Hospital Billing & Collection Service.

JOB PROFILE
· Objectives:
· Documenting and updating Operation Manuals and Process Functions.

· Auditing the work done randomly so as to keep a track of Quality.
· Patient demographic entry.
· Charge posting.
· Payment posting
· Achievement:

· Successfully managed team in absence of Team Leader.

· Assisted Team Leader in developing in –house Software for HCFA process by providing vital process level inputs.

· Appreciated by client and management for service excellence.

· Awarded as Best Processor for two consecutive months.

· Account Receivables Analysis:

Analyzing of aged receivables for clients and conducting examination of accounts and prior reports to determine why and from whom balances are due. Frequently uncovering billing errors, unbilled balances, neglected write-offs, etc.

· Payment Posting and Flagging of Incorrect Payments during Posting:

Recording of payments received against claims and diligently tracking underpayments, denials of claims.

PREVIOUS EXPERIENCE
1.
Worked with HDFC Standard Life Insurance Co. Ltd As a Representive Of K. R. Corporate Pvt Ltd. for Personal Loan & Life Insurance Policy For 2Years 6 Month
JOB PROFILE
· Processing Of Insurance Forms.
· Client Setup, Proposal Setup, Cashier entry renewal premium  
· Quality check of Processed Insurance Forms on System.
· Sending & Receiving Mails

2. Worked with Advocate Mahindra Sanchala office As Computer Operator For One Year  Work
JOB PROFILE
· Maintaining of the Affidavit
· Collect Register
3.  Worked with M/s City Storage System As Office Assistant  for One  & Half           
     Year Work.

JOB PROFILE

· Invoice Entry/ Letter

· Sending & Receiving Mails.

· Attending Party’s Phone Calls, Banking Work, Couriers & Deliveries etc.

· Preparing Bill & Challan (Manually)

· Correspondence with clients regarding sales and service related issue

· Answering to queries of customers follow up of payment

· Other Day to Day Works.
PERSONAL DETAILS

· Punctual,Self-Motivated,Co-Operative Organized and ambitious individual

· Able to work hard in changing environment.

· Learning attitude & Strong understanding skill.

· Have operative knowledge of computer.

Place
:  Mumbai




          (Sakshi Sudhir Chavan)
