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                                          TOBIN GEORGE THOMAS                   
                       House no 1011 Sector 10 Faridabad (Haryana)
                 RTS Nivas Christ Nagar, Kizakketheruvu PO Kottarakkara (Kerala) 

            Email – tobinthomas1988@gmail.com ~ Mobile: 08742931319,01294145319
Seeking Middle Level assignments in Business Development /Public Relation/ Administration with a growth oriented organization.

SYNOPSIS

1 A dynamic professional with 8 years of experience in Patient Care Service, Public Relation Customer service, Complaints management Operations and Sales.
2 Worked with Sarvodaya Hospital Research Centre as an Executive -PCS Department 
3 Worked with HCL Technologies as a Senior Team Member CSE.
4 Worked with Aon Hewitt Pvt Ltd as a Team Member Associate .
5 Worked aboard in UAE Dubai with Dunia Finance LLC as Relationship Banker .
6 Excellent business Sense of different industries ie. Banking, BPO and Health & Welfare.
7 Demonstrated abilities in cementing healthy relationship with the clients for generating business and working towards accomplishing business and corporate goals. 

8 An Effective communicator with excellent relationship building & interpersonal skills. Strong analytical, problem solving & organizational abilities. Possess a flexible & detail-oriented attitude.
CORPORATE EXPERIENCE

Tenure


                         Organization



       Designation

19-09- 2013 to 18-02- 2015          Aon Hewitt Associate                              Team Member 
30 -04- 2015 to 30 -06-2016    Dunia Finance Dubai         Relationship Manager(Loan  Deptt)

24-03- 2017 to 1 -08-2019        HCL Technologies Ltd                      Senior Team Member CSE

01-10-2019 to 26-07-2022     Sarvodaya Hospital& Research Centre        PCS Executive
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· Focus on patient satisfaction for provides our best services interfacing with clients.
· Building upon strong customer relationship and maintaining excellent relations with clients.
·  Audit all the daily activities of OPD billing like Registration, billing, cancellation, refund, mode of payment, collection, patient quires, billing quires.
· Solve all the issues related to OPD, Emergency, preventive health checks, international patient, radiation, Equilibrium, Oncology and Dialysis Billing. 
· Responsible for the smooth coordination in billing and code creation of health package (cash/corporate/PSU).

· Help to solve all the queries required document related to corporate/PSU/CGHS/DGHS/ESI ECHS Cash and Credit Billing. 
· Daily basis Cancellations of bills with valid reason. Randomly audit the cancellation.
· Solve the quires related to OPD billing on webmail also.
· Bills audit and processing of all PSU like NHPC, ONGC, NTPC, IOCL, BPCL, IFFCO, NORTHAN RAILWAY etc.
· Keep accurate records of all the activity related to OPD like Patient registration record, cancellation, collections summary, name change form, management and staff discount bills copy.
· Responsible for Cash Management and customer Service relations.
· Make Monthly OPD roaster of the Department.
· Daily Feedback reports with RCA closure within 48 hours.
Chief Responsibilities: HCL TECHNOLOGIES LTD ( NEXA )                        [image: image3.png]HeLBPo | A ACE.




· Managing Customer Relationship Management (CRM) team.

· To ensure that the service delivery to customers and prospects is of excellent quality and achieves overall contract objectives.

· Making daily strategy to achieve daily sales targret 

· Resolve all customer queries and follow established problem ticket through follow-up with LMS and complain team.
· Steady month on month increase in lead generation and prospect follow-up to maintain growth in conversion.
· Understanding the need of the customer and client actual requirement towards better quality prospect
· Initiating sharing of personal experience day to day work towards achieving goal .
· Training new agents with accurate knowledge about product to reduce minimal error .
Chief Responsibilities: Dunia Finance Bank(Relationship Officer )                  [image: image4.png]—> dunia
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· Responsible for achieving individual targets across all products ( Auto Loans and Labor Guarantee)
· Developing long term relationship with customers.

· Assist the team leader in undertaking micro marketing events to promote sales.

· Motivate the new hires in the sales team to reach their targets.

· Continuously list more and more companies in the target market list
· Handling HNI Customer across different  Nationality.
Chief Responsibilities: Hewitt Associate (Team Member Associate)        [image: image5.png]AWHewill




DBP (Direct Billing & Payment ) team works on all the work related to DBP (Rate Fetch, DBP Refunds, DBP , Monthly drops, DBP Workflows, Large billing Query and all the work related to DBP.) 

· Handling manual eligibility for more than 2 processes.

· Internal audits for the Team.
· Daily reporting for senior management.
· Conducting trainings for team on specific core areas of process.
· Work Allocation to Team.
· Periodic reporting and interaction with the middle and senior management of the Organization for the   performance evaluation and feedback.

· Domain Competency: Possess strong domain knowledge which gives me the opportunity to help peers in resolving their issues time to time. Also, Identifying SOP gaps and integrating productive measures to contribute towards process improvement areas.

· SLA Compliance: To ensure regular and stringent quality processing, high level of compliance to accuracy guidelines as per quality benchmark and executing tasks under TAT to achieve agreed business objectives.
Gratitude and Initiatives
A. Rewards & Recognition:  Received Award From SARVODAYA HOSPITAL & RESEARCH CENTRE  AS “TEAM MEMBER OF THE MONTH” for Outstanding Performance. 
B. Received Award From HCL TECHNOLOGIES LTD AS “TEAM MEMBER OF THE MONTH” for Outstanding Performance. 
C. Team Player: Being a good team player, I have always taken the responsibility to motivate the team for acheiving the assigned target to ensure completion of work under TAT.

D. Received the Champions/ MM Wizkid award for my quick learning in two process and handling with no Delays also Delivering with 100 % accuracy
ACADEMIA

2012      Master in Business Administration (Marketing and Human Resources )  from Jamia Hamdard University  Delhi.
2009      Bachelor in Business Administration  from M.G .University, Kerala & Tally from Yohannan Institute Of Computer Technology.
2006      Completed Schooling from ST Thomas Senior Secondary School Faridabad Haryana.
TECHNICAL SKILLS
Dashboard Software: Map Info, Microsoft Point Map, Excel Dashboard V Lookup, Pivot Use

MS Word, MS PowerPoint and Facebook Marketing.
PERSONAL DETAILS:

Name

              : Tobin G Thomas.
Father’s Name

  : LATE MR. OG THOMAS.

Date of Birth

  : 25th April 1988
Marital Status
 
  : Married

DATE:
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