SHEEBA NIRMALA VATHANI S.                                        
W/O Augustine Inbaraj D.
P.O.Box No. 5975,
Sharjah, UAE. 

Mobile:  +971 50 7165421
E-Mail: sheeba_nv@yahoo.com
CAREER OBJECTIVE
To work sincerely as a team in Medical Records Department and climb the ladder of success through sheer hard work and dedication. To work towards Hospital’s vision and mission.

PROFESSIONAL QUALIFICATION

Course




Institution/College
  

Duration


Bachelor of Medical Record Science

Christian Medical College&Hospital
2002 - 2003



B.Sc.,(Mathematics)



University of Madras


1996 - 1999

TECHNICAL QUALIFICATION
Diploma in Computer integrated Management.
Type Writing – Junior Grade.
SUMMARY OF QUALITIES

· Having 5+ years of professional experience.

· Work well both independently and as a team member.
· Awarded the Mrs. Naomi Carman Medal for the best out going student.

· Participated in MEDRECON–2003(Medical Record Conference) organized by Christian Medical Association of India, New Delhi.

PROFESSIONAL EXPERIENCE

I     Period:

From June 2007 to June 2009 ( 2 years)
Organization:            Medcare Hospital, (JCIA Accredited)
P.O.Box: 113641, Jumeirah,
Dubai, U.A.E

Position:

Medical Records Assistant



Report to Medical Records Officer.
Job Responsibilities:
· To do coding by using ICD-10 both Outpatient and Inpatient records.

· To prepare statistics report and submit to DOHMS online.
II    Period:

      December 2004 to March 2007 (2 years & 3 months)
Organization:
Aravind Eye Hospital,
 
Pondicherry, India.


Position:
Medical Records Officer
Job Responsibilities:

· To establish, organize and manage medical record department with appropriate system
· To teach and do coding by using ICD-10.

· To associate in the preparation of statistics, census and submit to the concerned authorities with suggestions to improve patient care services.
· To review the medical records of outpatients, inpatients and emergency patients to ensure that they include all important documents and pertinent information to meet clinical, administrative and legal requirement.

· To cooperate with the medical, nursing and other staff in patient care and completing the medical records.

· To develop policies and procedures relating to MRD.
· To coordinate with medical record committee, design and develop different medical record forms for hospital use.
· To develop computer applications in medical records and patient care functions.

· To participate and assist in research programs for improving administrative activities.

· To protect confidentiality of information from unauthorized and keep medico legal cases under safe custody.

· To organize and participate in proper maintenance of health records in extended health care centers.

· To perform other duties and responsibilities related to medical record services as may be assigned by the Hospital Director.

III   Period:
One year
Organization:
Schiffelin Leprosy Research & Training Centre,


Karigiri, Tamil Nadu, India.
Position:
   Assistant Medical Record Officer

Reporting to Medical Record Officer for all statistics & planning related forms designing.

Job Responsibilities:

· To prepare and verify all statistics, census.
· To teach Coding (ICD-9), Medical terminology, Medical record science and other clinical subjects to the medical record students.

· To answer patients enquiries.

· To prepare monthly admission and discharge analysis of In-Patients.

· To maintain and design all medical records forms.

· To cooperate with clinical staff regarding records delivery and completion.
COMPUTER SKILL
Operating System
Windows 98 / 2000 / XP, & UNIX

MS-Office 

MS-Word, MS-Excel, MS-Outlook & MS-Powerpoint
KNOWN LANGUAGES
To Speak


Read & Write
English & Tamil 

English & Tamil
PASSPORT DETAILS



Passport No.
Issued Place
Issue Date
Expiry Date
Emigration

H 7747454
Dubai

10-11-2009
09-11-2019
ECNR

PERSONAL DETAILS

Permanent Address

  : 99A, Vanapadi Road,





    V.O.C.Nagar, Ranipet – 632402, 





    Vellore District,





    Tamil Nadu, India.





    Phone : +91 4172 273317.

Address for Communication
  : W/O D. Augustine Inbaraj,




    P.O. Box No. 5975, 





    Sharjah, UAE.



 
    Mobile : +971 50 7165421.

Visa Status


  : On Husband’s Visa
 

Date of Birth


  : 19th April 1975

Sex


  : Female


Religion


  : Christian


Marital Status


  : Married


Nationality


  : Indian
REFERENCE
Will be provided upon request.

Sir, 
If I’m given an opportunity, I will work hard and sincerely.
Yours sincerely, 
(SHEEBA NIRMALA VATHANI.S)
Date:  
Place: Sharjah
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