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Sanjay Kumar Agarwal
Mob: +91-9811262576 E-mail: sanjay269@gmail.com 

  DOB- 26 - 09 -1974

A-4, Flat No M8C IInd Floor , Banke Bihari Kunj, Shalimar Garden Ext-2,Sahibabad,Ghaziabad UP


Covering Letter
To:
Sub: Application-cum-Resume

Dear Sir,

I take this opportunity to introduce myself here as Sanjay Kumar Agarwal, presently heading Operations and Human Resource department at  Apollo Nova Specialty Hospitals  (Division Of Nova  Specialty Hospitals  Pvt Ltd)  An Apollo Company Karol Bagh, New Delhi. 

I come from a background of an MBA -Master in Business Administration & Master in Hospital Administration (MHA), with experience in Hospital Operations, & HR having a total experience of 14 years plus.
I am attaching my detailed resume, for your perusal, and would be obliged if you give me an opportunity to prove my credentials.

Thanking You,
Best Regards

Sanjay Kumar Agarwal

+919811262576
OPENING STATEMENT

Want a position to push my career in this field and to utilize all my skills, knowledge, abilities and experiences to provide best health care facilities to all people.

QUALIFICATION HIGHLIGHTS

Providing health care administrating services in hospitals utilizing all my skills. I am competent to handle a staff with strong skills to resolve all conflicts within the staff and high motivating skills with a complete knowledge about the fields of a hospital. Provided training to the juniors and also coordinated with the suppliers and doctors and maintained good relations with them. I am able to lead and supervise the performance of the hospital staff and at the same time develop new strategies to improve performance standards. I was praised for my performance as a head of a separate department.

STRENGTHS:


 Analytical, Ability to plan and take initiative, Readiness to take challenges, Team Player, Leadership Abilities, Strong Communication Skills, a good Trainer & Motivator. 

Work Experience :-
Carry 14+ years of extensive experience in Hospital Operations & HR capacities.

Latest Assignment:-
Organization: Apollo Nova Specialty Hospitals  An Apollo Company(Division of Nova Specialty Hospitals Pvt Ltd)  Karol Bagh, New Delhi.  as Manager Operations  since Aug 2012  to till now.
· Job Profile
  :
Operations
· Day to day operational activity i.e  Housekeeping, Laundry, Security, Store, Maintenance, CSSD, GDA’s, Medical Record Keeping.

· Day to day inspection of Bio Medical Waste. 

· General Administration of day to day works and premises maintenance

· Oversaw the availability of extras staff members for emergency.
· To recommend manpower requirements based on Operational efficiency.

· Serving as a liaison between center and external agencies.

· Assigned duties to the staff for emergency services and resolved their problems discrepancies.

· Coordinated with the senior staff of the hospital and also with the suppliers

· Prepared all necessary documents both manually and using computers

· Managed all conflicts raising within the department

· Gained expert in needs analysis and made quick decisions.

· Overlooked the smooth functioning of a whole department as a manager

· Assigned duties and prepared schedules for the communication of the duties to the staff members
· Coordination for Planning, executing and commissioning of different departments.

· Create some improvement training programs including instruction for staff.

· Coordinating patients from admission to discharge.

· Core member of Facility Management System for NABH accreditation.

· Responsible for complying with all the hospital compliances.

· Delegation of authority with the appropriate responsibility and accountability to the Executive staff as per their work descriptions.

· Coordinating with entire department for SOPs and quality improvement.

· Handling overall operational issues of Inpatients wards, NICU, and OT.

· Responsible for medical equipments planning and budgeting.

· Developing & implementing the protocol for inter departmental interaction & operations.

· Handing the NABH/NABL accreditations process for the hospital.
· Coordinating for Engineering works (Civil, Landscaping, Electrical, Plumbing, HVAC, MGPS)

HR

· Screening resume as per requirement & searching resume for Naukri.com also from our data bank.

· Scheduling interviews and coordinating first round interviews.

· Prepare of offer letter ,appointment letter, appraisal letter, employee agreement .

· Conducting induction programme for new joinees. 

· Keeping track of employee personal details ,overtime, attendance and leave etc.

· To make sure statutory work (PF and ESIC)is done timely basis and as per labour law.

· Full & final settlement of employee.

· Opening of Corporate Salary account and ensuring that salary have been credited to the employee’s respective account.

· Interaction with employee on regular basis.

· Coordinating with other department and making good relationship through inter departmental meeting.

· Birthday celebration, Family   Get- together etc.
· Making Payroll input of employees
· Conducting exit interviews and analysis of same.
Previous Experience:-

Organization:  Cancer Hospital & Research Institute, (Regional Cancer Centre) Gwalior as Additional Superintendent   since July 2011  to July 2012 with a Super  Specialty, 300 bed Hospital.

· Job Profile
  :
As Additional Superintendent, doing Officer in Charge for General Stores, Transport, Laundry, Security, Housekeeping, General Duty Assistants (Ward Assistants), Field .

· Coordinating for Engineering works (Civil, Landscaping, Electrical, Plumbing, HVAC, MGPS)

· Making of purchase orders.

· Pursuing for Human resources (short listing, interview, selection)

· Review of all pending files relating to legal cases in which dates 

            in different Courts is Fixed shortly 

·  Maintenance and review of all files relating to Right to information Act. 

·  Preparation of files regarding holding of departmental enquiry. Submitting proposals for enquiry / presenting Officer for conducting departmental enquiry. 

·  Maintenance of complete files relating to CHRI.

· Making preparation for holding the interview in respect of appointments made in CHRI/College of Life Science / P.G. College of Nursing. 

· Maintenance of files relating to land allotted to CHRI

· Review of all files of shops and to ensure that rent of all shops is received in time Issue of letters/ Notice to defaulters. 

· Submission of Note-Sheet in respect of employees who have submitted resignation with immediate effect/ one month notice.

· Complete preparation for conducting meeting of the governing Council. 

· Taking necessary action against persons for encroachment of our land 

·  Marking of C.L./E.L. against the names of officials in concerning attendance register daily,

· Maintenance of daily record of officials attending office late. 

· Preparation of List of late comers in the first week of month for submission to Director .

· Taking necessary action officials who remains absent from duty without information and who are habitual late comers. 

· Preparation of event report of CHRI along with other institution. 

· Scrutiny of all files relating to allotment of Staff Quarter.

· Review of files to verify the period of bond of officials working in C.H.R.I. 

· Scrutiny of all files in which bond has not been executed/ period of bond is likely to expire. 

· Purchasing of Medical and Non-medical equipment.

· Preparation and documentation of daily reports, monthly reports and review presentation

· Empanelment drive

· Bio Medical Waste Management Through outsourced agency

· Daily General cleaning, Trash removal, Scheduled project work, Interior Decoration, Room preparation post-evacuation, Infection Control, Pest & Rodent Control , Orientation and Training

· Hospital Marketing
· Organizing of Medical related Seminars. 

· Marketing hospital’s present and future strategies / plans.

· Purchase negotiation (Empanelment, Negotiation, finalization, Order issuance, delivery follow-ups).

· Vendor management (Quality, Capability and Responsibility).

· Proficient in handling entire gamut of general administration functions such Housekeeping, Security, Pest control, gardener, DG Set, pantry boys, canteen, office boys

· Repair and Maintenance

· Previous Experience:-

Organization:  Rama Hospital & Research Center, Kanpur ( A Unit Of Rama Medicare’s Ltd) as Manager Operations  since March 2010  to June 2011 date with a Super Specialty, 500 bed Hospital.

· Job Profile
  :
· Inspected facilities and departments viz. Housekeeping, Maintenance, Dietary Services,   Ambulances, Front Offices, Stores, Patient areas etc.
· Imparted induction training to new employees

· Developed presentations on Publicity/Employee Education

· Trained all employees for improving their customer relationship skills
 Organized all VVIP/VIP/ Inspection Team visits at the Centre.

· Handled patient complaints and grievances

· Handled the entire office administration and correspondence

· Organized CMEs, Seminars, Press Conferences in the Centre.

· Completed procedural actions on Statutory Compliances viz. Registration of BMW waste, Registration    under  PNDT Act ,NABL accreditation audit  etc
· Handled Consultant & Employee Relationship effectively.

· Planning and coordinating daily work assignments and operations.

· Evaluating performance, recommending merit increases and disciplinary actions.

· Resolving problems, both administrative and operational and ensuring compliance with regulations and standards.

· Assisting in the development/implementation of cost effective policies and procedures for all administrative and operational areas.

· Serving as a liaison between center and external agencies.
· Responsible for staff scheduling to include work assignments/rotations, employee training, employee vacations, overtime assignment, back-up for absent employees, shift rotations, etc.

· Manage operations: staffing, customer service, revenue, expenditure & accounts, statutory compliance and security & safety.

· Took  initiative - to solve daily operational issues, HR,  etc.

· Provide excellent customer service, manage all external & internal relations.

· Interact  with the physicians, customers and their attendants on a regular basis
· Acting as liaisons among the governing boards, medical staff and department heads to fulfill the compliance with statutory requirements. 

· Conducting or coordinating employee evaluations

· To develop and review the operational plans for the departments and ensure that the plans are in line with the objectives of the company and to monitor and ensure that the departments meet operational targets.

· To ensure quality of service given are equivalent to set standards.

· To take care of the problems that can be solved immediately and reports the matter to the superior concerned and follow them up and liasoning with all the clinical and support service departments to smoothen the processes and procedures.

· Active member of NABH Team to implement the Quality Initiatives in the Hospital.

· Leading the stakeholders and making them accountable and responsible for their services.

Previous Experience:-

Organization:     Sanjay Gandhi Hospital, Amethi UP as Manager Operations since Nov 2006 to Feb 2010 with a Multi specialty, 350 bed hospital, In collaboration with Fortis healthcare Limited. 
Job Profile
 :

General Administration 

As Manager Operations, doing Officer in Charge for General Stores, MT, Kitchen, Laundry, Security, Housekeeping, General Duty Assistants (Ward Assistants).

Being a limited team in administration share collective  responsible for entire operations and management of various departments of hospital, like OPD, IPD, HR related issues - Recruitment of Non Medical staff , their Appraisal /  Increment and Training. 

Front Office Management, Preparing & Forwarding daily reports to higher authorities, attending to patients /attendant’s grievances, dealing with Credit Payments of TPAs , dealing with Out Sourced Agencies.

Participating in Periodic review and analysis for departmental costing / budget.

Periodic Manpower Reviews, Planning and Projections.
Formulating / Modifying SOPs & Protocols as per hospital requirement.

Negotiate & prepare draft Service Agreements with Service Providers for further submitting it to higher authorities.

Bio Medical Waste Management Through outsourced agency

.

Purchase
Identify and develop a reliable vendor base for cost effective sourcing of Material & Equipment.

Responsible for all Non Medical purchases for all the departments of the Hospital starting from placing of orders to cost    effective and timely procurement.

Business Development 

Marketing hospital’s present and future strategies / plans.
Identify, qualify and pursue opportunities through market surveys.

Organize facility Promotions to build visibility and drive volumes.

Branding Initiatives - Share active responsibilities in organising Camps, CMEs, & Special Projects - Rajiv Gandhi Life line Express, a project by Impact India Foundation.

Erection / Renewal of signage at strategic locations.
Press notes, Paper insertion, Munadi, Wall painting for catchments area,  Banner & Hoardings.
Empanelment drive.
Project Experience

Procurement of Equipments: During project phase. Under supervision of superior authorities earned a vast & valuable experience of contacting vendors, preparing and forwarding Purchase Orders after due perusal of higher authorities, follow up,  receiving equipments and their installations. 
Sprucing up Infrastructure:
Assisted higher authorities by accomplishing given responsibilities in revamping and installation of Central Medical Gas Pipe System(MGPS), Mechanical Ventilation (HVAC), Water Proofing of entire hospital, Air Conditioning, DG Sets, Digital PBX, Up gradation of Electrical Panels, Mechanical Laundry, UPS, Signage, IT, Soft and hard  Furnishing, Civil modification in hospital building, Construction of housing for  Doctors and Officers. The entire exercise amounting to about Rs 15 Crores.

Previous Job Profile
Carry a vast experience of six years  as Sales &  Marketing Executive in consumer based industry.
Job Responsibilities
Setting aggressive marketing targets and along with the team ensuring their achievement developing the business
In the area of responsibility.

After attaining due professional experience to guide a team of subordinates to promote sales of company on a target oriented & accountability basis.

To effectively implement all planned sales promotion programmers to achieve high level of merchandising.

To deal with multiple distributors handling supplies & their complaints.
Academic Qualifications  

	High School 
	1989   from M. P. Board, Bhopal (MP)

	Intermediate  
	1991   from M. P. Board, Bhopal (MP)

	B.Com       
	1995   from Jiwaji University, Gwalior (MP)

	M.Com 
	1997   from Jiwaji University, Gwalior (MP)




Professional Qualification :-
	MBA        ( Master Of Business Administration)

Specialization –

Major-Marketing

Minor- HR
	1999 from JIIMS (Jagan Institute of Management Studies),Delhi Recognized by AICTE

	PGDHA    ( Post Graduate Diploma in Hospital Administration)
	2008  from Apollo Hospital Educational And Research Foundation & Medvarsity Online Ltd Hyderabad India

	Certificate   Course in Quality Management in Healthcare
	Augest-2008 to November-2008 Apollo Hospital Educational And Research Foundation & Medvarsity  Online Ltd Hyderabad India


Computer Awareness :-

MS Word, MS Window, Power Point, Internet Explorer
Personal Particular :-
Date of Birth                      26 Sep 1974

Father’s Name                   
Shri R.K. Agarwal

Marital Status                 
Married

Linguistic abilities            
Hindi, English.

Passport No                     
A-8536010

Current Remuneration         50000/- PM     

Expected Remuneration   
     Negotiable
REFERENCES

Available upon request
                                                                                                          ( SANJAY KUMAR AGARWAL)
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