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C/O Vijender Singh, House No: 36, Sainik Enclave Part - III, Near Evergreen Public School,
CRPF Colony, Jharodha road, Najafgarh  Delhi-110072
Email: ritukumari1311@gmail.com
Contact No. (M):+919871280134
	CAREER OBJECTIVE


Intend to build a career with leading corporate where my skills are put to the best use for the organization. In the due process I would explore myself fully to realize my potential with the emerging techniques so that I can re-contribute to the organizational development.
PROFESSIONAL EXPERIENCE
· Express Clinics Pvt. Ltd. (Jun- 2013- Till date)
· Platform: Centre Manager

· Major Functions:

· Day-to-day clinic operations.
· Meeting sales expectations.
· Planning and execution of sales and marketing initiatives.
· Documentation and record keeping
· Customer satisfaction.
· Moolchand Medcity -  (May 2011- May 2013)
·  Platform:  Executive- Manager on Duty 
· Major Functions:
· Taking rounds & resolving issues related to the patients (National & International) on day to day basis.

· Ensuring smooth discharge/Admission of the patients.
· Resolving the issues in Emergency Department.

· Handled the Clinic Manager position in the absence of the concerned person.

· Keeping record of Room inventories.
· Escorts Heart Institute & Research Centre (April 2010 – April 2011)
·  Platform: Billing Assistant
· Major Functions:

· Receiving the IPD Bills on day-to-day basis.

· Maintaining the Sale Day book.
· Dispatch of all IPD Bills on day-to-day Basis, including all CGHS, PSU’s, & DGHS.
· Indraprastha Apollo Hospitals (Dec 2009 – Mar 2010)
· Platform: Observer
· Major Functions: 

· Worked in Training and Development cell, as the Observer and Coordinated with various Induction programs.

· Maintaining the records of Trainings of all employees.
· Worked in the Recruitment Process.

· Handling and maintaining the employee database of the organisation.

· Involved in HR planning activities allied to attrition and retention of employees. 
PROJECT UNDERTAKEN
· Indraprastha Apollo Hospitals (Dec 2009 – Mar 2010)
· Project Title: Compliances for Contract Labour
· Major Functions: 

· Ensuring delivery of government facilities and welfare provided to the contract labour.

· Analysing the project and cost incurred in the training provided. 
· Ensuring and maintaining the effectiveness of the training amongst employees. 

· Preparing of templates and preparing action plan along with the HR team. 

INTERPERSONAL SKILLS
· Self motivated Comprehensive problem solving abilities.

· Willingness to learn team facilitator hard worker.

· Confidence and hardworking aptitude.

· Adaptability to any environment and preference to take part in teamwork.
· Excellent Written and Verbal Communication
EDUCATIONAL QUALIFICATION
PGDM – HR


Symbiosis Centre for Distance Learning, Pune 6.9 (CGPA)2010 - 2012
M.Sc Hospital


AmritaVishwaVidyapeetham  Scored 8.7(CGPA)

2008 - 2010

Administration

B.Sc Zoology


Mahatma Gandhi University
Scored 84.6%


2005 - 2008

Senior Secondary

Kendriya Vidyalaya No.3
Scored 64.5%


2004 - 2005

High Secondary

Kendriya Vidyalaya No.3
Scored 69.5%


2002 – 2003
TECHNICAL EXPERTISE
Operating System: 
Windows 98, 2000, XP, Windows 7
Web Technology: 
Basic knowledge of HTML, CSS, Pagemaker, Flash

Others: 


Microsoft Office 2003/07/10
ACHIEVEMENTS & EXTRA CURRICULAR
· Stood Second in Delhi region for scoring 93% in Hindi.

· Event organizer in:

· Annual Conference of Indian College of Cardiology (ICCON 2008) on 2nd-4th October, 2008 at Kochi, Kerala.

· 10th Annual Conference of Pediatric Cardiac Society of India (PCSI 2008) held on 7th-9th November 2008, at Kochi, Kerala.

· CME on Genetics for Pediatricians “Bench to Bedside” held at AIMS on 1st November 2009.

· 36th Annual Conference of Association of Clinical Biochemists of India from 5th-7th November 2009 at AIMS, Kochi, Kerala.

· Participated in National Conference on Contemporary Trends in Healthcare Delivery on 4th February 2009.

· Participated in National Conference PRISM 2009-Excellence in Hospital & Health Care Administration, held at LAICO, Arvind Eye Hospital, Madurai on 14th & 15th Feb. 2009.
PERSONAL DETAILS
Nationality     :                 Indian

Gender           :                 Female

Date of Birth :                 13th November 1987

Status             :                Married

Contact No.   :                 +91 9871280134
                                         +91 9555228404
Declaration:
I hereby declare that above information is correct to the best of my knowledge and belief.
Place: Delhi
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