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Human Resource Management ….. Administration

Executive Summary

· A dynamic HR and administrative personnel with over 13 years experience

· Currently working with Top Executive viz: Medical Director and Medical Superintendent.
· Experience in Human Resources, Administration and Secretarial field
· Sound knowledge of statutory compliances and administrative procedures

· Liaison with various government and other agencies

· Sufficient knowledge and undertaking regarding the hospital management and administration

· Competent in developing and maintaining good relationship with staff members and others

13 plus years experience in Hospital Industry itself

Professional experience
Name of the employer                     Designation
                        Duration

MGS Hospital

        Steno-Typist                         05/11/2001 to 16/02/2007

Punjabi Bagh, New Delhi              Executive Administration

(100 Bedded)

(Reporting to Chief Administrative Officer and Director)
Maharaja Agrasen Hospital      Stenographer                          17/02/2007 to 27/12/2008

Punjabi Bagh, New Delhi             PA, Office Secretary              12/01/2009 to till date
(400 Bedded)

 (Reporting to Sr. Administrative Officer & Medical Superintendant from 17/02/2007    to  07/10/2010 and after that  direct reporting to Medical Director as Office Secretary till date) 
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Professional & Academic Credentials
1. PG Diploma in Hospital Management during the year 2010 from Annamalai University.
2. B.A. from Delhi University during the year 1993

3. Intermediate from CBSE during the year 1989

4. Matriculation from CBSE during the year 1987

5. Stenography speed 80 wpm and Typing speed 50 wpm 
6. Knowledge of Computer & Internet

Areas of exposure:

1. Coordinate special projects and events, office activities and Committee Meetings.
2. Dealing with recruitment of Sr. positions and Consultants right from induction to separation

3. Dealing all files of Contracts, Policies, Tender etc. and also maintain all original documents. 

4. Patients feed back, Circular & Office Orders etc.
5. Maintains calendar, schedules appointments and meeting rooms.
6. Monitors weekly/monthly statements and prepares documents required to maintain balanced accounts for review and approval.
7. Maintain records through filing, retrieval, retention, storage, compilation, coding, updating and destruction

8. Opens sorts and screens mail, operates personal computer to access e-mail,  and other basic office support software.

9. Answers telephone, screens callers, relays messages and greets visitors

10. RMOs, General Staff and Nurses related correspondence and advertisement of posts

11. Knows the formal and informal departmental goals, standards, policies and procedures

12. Rosters of various departments

13. Preparation and persuasion of Trust meetings such as agenda and minutes etc.,

Strength:
Honesty, hardworking, discipline, dedicated and ability to motivate personnel towards achieving organizational objectives 
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Other Activity
· ‘C’ Certificate Holder in N.C.C.,   One Month Training from Nehru Institute of Mountaineering ( Uttarkashi – U.P. )

· Participated & Won Many Prizes in Racing, Jumping, Mountaineering, Rock Climbing, Tracking, Dancing, Firing and other activities and obtained certificates.                        



Personal Dossier:

Date of Birth

:
17th August, 1972
Husband Name           :            Late Sh. Akshay Vats

Address:

:
M-123, Shastri Nagar, Street No. 9, Near Inderlok Metro 




Station, Delhi – 110052










        Kavita Sharma

