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Career Objective

Work with the best of my knowledge and abilities for the fulfillment of the job entrusted in time. Special interest to take challenging and responsible works, known or unknown, with high level of confidence and fulfill the matter at the entire satisfaction of Management.
PROFESSIONAL Experience

Having 20 years of experience in   Admin cum Front office division at various famous hospitals.

Summary of Skills and Experience
 

A competent administrator with over 20 years of experience in front office operations/ general administration & client servicing. Adopt at handling day to day activities in co-ordination with internal/ external departments for smooth business operations. An effective communicator with excellent relationship building & interpersonal skills and strong analytical, problem solving & organizational abilities. Ability to deal with people , Effective Customer ( Patient ) Handling Skills.
	Saket City Hospital ( Unit of Modi Hospital ) 
 Patient Care Coordinator

	Saket , New Delhi 
June . 2000  – till date



Saket Citi Hospital is a world class hospital located in South Delhi . It is a unit of Gujarmal Modi Hospital and Research centre for Medical Sciences.
Roles & Responsibilities
Provision of administrative support and Oversaw all front office operations

Responsible for staff scheduling, verifying insurance benefits, and handling revenue

Fixing up appointments of doctors with the patient.   

To support patients by coordinating with related staffs/doctors so that they will get best services. 

To handle all the billing related work if found any discrepancy than to communicate with concern doctor/dept and get rectified.

If any customers reporting complaints than to escalate to concern dept./doctor and try to solve the same . 

To participate in free camps as much as possible to cater best and to flash the name of hospital .

Co-coordinating with the internal cross-functional departments for smooth execution of day-to-day co-ordination with

Handling Petty cash for hospital’s daily Exp. 

Handing Night staff Transportation 

Handling Housekeeping and Security, office assets and stationery, etc 

	Pushpanjili Hospital .
Admin Asst. / Front office executive    

	Gurgaon  ( Haryana )
July 1995 to  – June 2000 



Pushpanjali Hospital & Research Centre, Pvt. Ltd. Is one of the leading hospitals of the Civil Lines Gurgaon City 
Roles & Responsibilities:
Handling the patient/visitor enquiries. Co-ordination between Doctors/nurses and patient. Assist the administrative staff in performance of their daily duties. Maintain & order office supplies as required. Answer general enquiries about the doctors availability, charges of different examines/treatments etc.

Qualifications 
· Graduation Degree from Jiwaji University,Gwalior in 1995.

Other skills:
· MS-Office and Windows 

Personal particulars 
Male, Married | Born: 30th  May 1973 | D- 439 , Sector -1 , Rohini , Avantika  New Delhi 110085 
Present Salary : Rs.2.20 lacs p.a.
Place : New Delhi
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