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Career Objective:

To be more competent in the field of Facility Services through my determination and hard work and to make a remarkable contribution in the service industry.

Educational Qualification:

· B.A. (Hons.)Pol. Science.1995

Professional Qualification:

· Pursuing P.G. Diploma in Hospital Administration from Apollo Hospital, Delhi.

· Pursuing Certificate Course in  Medical Tourism from Apollo Hospital, Delhi

· Done Diploma course in Housekeeping Management.  

Work Experience:

· From 23.06.2014 To Dec.2014.                                                                                      Worked with Dharamshila Hospital & Research Centre Delhi as a Manager Housekeeping. 
· From 18.11.2013.To 19.05.2014                                                                                    Worked with Bensups Hospital Dwarka Delhi as a Manager Housekeeping 

·  From 07.03.2013 To 30.10.2013                                                                                                                                         Worked with Sir Ganga Ram Kolmet Hospital Delhi as an Executive Housekeeper.
· From 11.07.2011 To 26.07.2012

Worked with Mata Chanan Devi Hospital Delhi as Manager Housekeeping.

· From 08.11.2010 To 10.07.2011

Worked with Hotel Southern Delhi as Asst.Manager Housekeeping.
· From 15.12.2008 To 09.01.2010

Worked with Dharamshila Hospital & Research Centre Delhi as Housekeeping Co-ordinator.

· From 01.03.2007 To 11.12.2008

Worked with Shine & Standard as a Housekeeping Supervisor in Max Hospital Pitampura Delhi

· From 01.03.2005 To 28.02.2007

Worked with Arna Housekeeping as a Housekeeping Supervisor in Max Balaji Hospital Patparganj Delhi

Under Following, Job Description:

1) Manpower Planning, Deployment and Development
· Judicious assessment of manpower requirement.
· Selection of suitable manpower for the type of jobs.
· Economical deployment.
· To knit a well balanced team committed to the cause, through display of effective leadership.
· To keep abreast with latest technological developments in the areas of Facilities Management and to keep Housekeeping Supervisors and others posted with such information.
2) Hygiene & Sanitation
· To maintain global standards of cleaning and hygiene at all areas with special emphasis for patient care areas.
· Ensure patients are comfortable by means of efficient services and are dealt with due courtesy.
· To make continuous efforts towards enhancement of better environment and ambience.
·  To take rounds of the hospital in order to ensure the standards as laid down are actually being achieved. 
· To ensure collection and disposal of Bio Medical Waste as per laid down Work Instructions of ISO Standards.
· To ensure pest control is carried out as per prescribed schedule and measure its effectiveness for taking corrective and preventive actins as deemed essential.
·  To ensure rooms are cleaned within 1-2 hrs of vacation by the patients’ i.e. sweeping.     Removal of cobwebs, dusting of furniture and other equipments /fixtures/ mechanized scrubbing, moping, fumigation. Change of linen etc and the room is locked.
3) Laundry/ Linen
· To check and ensure smooth and efficient functioning of Laundry.
· To ensure effective control and accounting of Linen inventory.
· To check quality of washing and schedule of services conform to the laid down norms.
· To design SOPs for receipt of linens from the laundry /service provider and dispatch to respective wards / rooms. 
· To make constant efforts to cut down costs of linen expenses by way of avoiding extravagance and carelessness.
4) Teaching And Training
· To apprise H K Supervisors and Staff with Job specifications.
· To teach and train HK Staff about modern and scientific methodologies for execution of the assigned tasks.
· To familiarize all concerned with NABH and ISO Standards and ensure their meticulous implementation.
· To teach and train all concerned with the laid down guidelines for disposal of Bio-Medical Waste and ensure the standards are actually being met.
· To apprise all concerned with prescribed guidelines for Hospital Infection Control and Occupational Hazards & Safety Procedures and ensure that these are strictly adhered to.

5) Administrative Responsibilities:
· Scrutiny of tenders and compilation of comparative statement of quotations.
· Evaluation of Service providers for awarding contract, based on factors i.e. best and economical.
· Periodical evaluation of services as per standards of ISO & NABH and interacting with the service providers for improving the quality of services.
· Enforcement of discipline amongst the work forces e.g. punctuality, code of conduct, dress code, courtesy etc.
· To make root cause analysis for non compliance, record and take corrective and preventive actions as required.
· To compile Duty Roster for HK staff including Supervisor and ensure it is followed meticulously.
· To take daily rounds of entire hospital, with critical look of Patients rooms/ wards and ensure everything is in place as expected. 
· To interact with patients / their attendants for complaints, if any, and to take remedial measures, ensuring satisfaction of patients and their attendants.
· To undertake any other responsibilities as assigned by the management.
Computer Skills:

·  MS Office (Word, Excel) & Internet.

Personal Detail:

a) Father’s Name


:  

Late Sh. Pyare Lal 

b) Date of Birth      

:   

1st  May 1975
c) Nationality      
 

:    

Indian

d) Marital Status          

:       

Married
e) Language Known       

:      

Hindi & English                         
Date-...................... 

Place- New Delhi                                        

       (Sandeep Kumar)

