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Objective

To work with an organization where my knowledge, practice and potential can be utilized and developed resulting in my individual growth as well as that of the organization I am associated with. 



Profile: 

  
Total work experience of 9 years 3 months in the Administrative and Computer Technical arenas with the ability to adapt changing technology and to perform at par with new technology. A skilled communicator with the proven ability to work with and through others to produce positive results. A fast learner and an energetic, self-motivated and cooperative employee requiring minimal supervision.




Professional Experience: 

 MModal Global Services Pvt. Ltd., , 


Experience: 6 months
Designation: System Administrator
DHS InfoSystems Pvt. Ltd, Mumbai – (Sept 2011 – 31st Dec, 2012) Experience:  1 yrs 3 months
Designation: System Administrator


Company Profile:  
MModal Global Services Pvt. Ltd.
M*Modal is a leading provider of clinical transcription services, clinical documentation workflow solutions, advanced cloud-based Speech Understanding™ technology and advanced unstructured data analytics
DHS InfoSystems Pvt. Ltd
DHS is a Medical Transcription Service Provider. DHS provides high quality IT services at reasonable costs with custom turn around times headquartered in Maryland in USA.  DHS served their clients seamlessly assuring guaranteed satisfaction with a perfect blend of experience, technology, and certified workforce.  DHS have been successful in serving wide variety of clients across the United States. 



Work Profile: 
· Championing the development of a production team.

· Ensure contingency plans/flexibility in staff levels to manage workload in adverse conditions.

· Managing productivity and quality of entire poduction unit.

· Workforce management.

· Assigning targets in –house MT, Editor, Executive MT & QA.

· Handling over all operations team as per requirement.

· Liaison with clients, both existing and potential ones.

· Oversee the planning and executin of volumes for the center with focus on individual productivity and capacity monitoring at the individual and center.

· All tasks associated with the Medical Transcription operations including vendor management, supervision of assignments, collating weekly reports, mentoring staff.

· Ensure that proper methods/techniques are used to achieve the highest levels of quality and service to meet clinet goals and expectations.

· Train team members on new or enhanced operation procedures & policies.

· Proper manpower planning of the team mainly on vacation and/or high-volume work efforts.

· Ensures service mesures are met in accordance with in specified Turn Around Time (TAT).

· Manage & monitor the performance of teams, maintain Shift Statistics to ensure efficiency in process operatins and meeting of individual & group targets.

· Maintaining client databse, files reltaed to Mmodal Operation policies, coordinating with the production cneters.

· Co-ordinate the Mmodal Quality Assurance Teams.

· Assist with training of new employees as needed.

· Making sure the team works effectively together to achieve or exceed set operational targets and client Service Level Agreements (SLAs) to include daily work.
· Oversees the administration and maintenance of computer stations and software for company training programs and provides additional support if necessary.
  

 EDUCATIONAL CREDENTIALS
S.Y.Bcom – Yashwantrao Chavan Maharashtra Open University
HSC - Yashwantrao Chavan Maharashtra Open University
· SSC - Maharashtra State Board, Mumbai.


   IT SKILLS
· Microsoft Certified Technology Specialist (MCTS) [ACTIVE DIRECTORY configuration Server 2008]
· Microsoft Certified Technology Specialist (MCTS) [Network Infrastructure configuration Server 2008]
· Microsoft Certified Technology Specialist (MCTS) [Windows7 configuration]
     MCP 2.0 Certified Professional in Windows 2003.
· Implementing and Administering Security in a Microsoft Windows 2003 Network.
· Implementing, Managing and Maintaining a Microsoft Windows 2003 Network Infrastructure.

· Managing and Maintaining a Microsoft Windows Server 2003 Environment.

· MCP (Microsoft Certified Professional in Windows 2000).              

Computer Hardware & Networking Engineering from  St. Angelo's Computers Pvt. Ltd.
(Course Contents:  Assembling of PC, Installation of Windows 98, NT, 2000, Server & Netware 5, Troubleshooting & Networking).  



REMUNERATION
Present Annual CTC
Rs 2,00,000/-
Expected Annual CTC
Rs 3 00,000/-



