DR. MAYANK KUMAR
“I Block, House no:-162”, Govind Puram, Ghaziabad, Uttar Pradesh (India) 201013.
+91-9891981891, 8750123455; Email: dr.mayankgrewal@gmail.com


A management professional with 5 years of experience in Health Care Administration/ General Administration/ Quality(NABH, NABL, ISO)/ Operations/ Facilities Management with leading organizations in Medical industry seeking an assignment in Administrative/Manager Position. 
Career Summary
Expertise in General Administration & Operations, Corporate Relation & Marketing, Facilities Management) OPD management, Internal audit, Statutory requirements, Quality Committee activities, Developing SOP/protocols, Audit the system and monitor the compliances.  
·  Manage day-to-day operations of hospital and directs the team responsible for smooth & effective service delivery of OPD/IPD management. 
· Setting, monitoring, and delivering the hospitals business plan, breakevens, P& L, focused on achieving operations metrics as profitability & productivity of teams, cost of revenue, maximize utilization of resources, drive cost control measures across unit operations. 

· Provide strategic guidance to the units managers/line manager to ensure service delivery and to expand opportunities with clients and increase revenue through service excellence. 
· Formulating strategic plans and SOPs to enhance operations and ensuring proper implementation of policies for organizational effectiveness.
·  Active involvement in designing, implementation, and continuous Quality Improvement initiatives through NABH activities. 
· Establish and maintain effective work procedures, review, assess and identify coaching & training needs to provide staff with necessary skills and knowledge. 
· Organizing medical education programmes for promoting healthcare issues and conducting regular health camps/outreach activities.
· Positioning hospital upfront to international market for the promotion through Medical Value Travel (MVT) by tie-ups with channel partners. 
· Must successfully map territory, market segment, and channels for market expansion in unexplored areas.
· Team management, motivation, ensure learning Initiatives, punctuality and compliance by the team & provide training and demonstrating leadership skills

· An energetic, self-motivated team leader with hands on experience in Hospital Administration.

· Possess outstanding communicational and interpersonal skills and abilities 

· Skilled in handling the necessary hospital policy, and associated procedures, etc. 

· Competent in developing and maintaining good relationship with staff members, and other patients 

· Capable of making quick decisions, and skilled in solving administrative/Quality problems and understanding regarding the hospital Quality management and administration 

Technical and Professional Skills:
· Experienced in handling the complex medical applications, and advanced medical equipment 
· Qualified and skilled in handling different kinds of Microsoft packages like MS-Access, MS-Excel, and other MS-Office software packages 
· Expert to work efficiently on varied platforms like Windows XP, Vista, 7, Linux, UNIX, etc. 
· In-depth knowledge regarding various medical, and associated health care terminologies 
· Expert in making and handling the strategic plans and programs, etc. 


· Complete understanding regarding necessary medical rules and associated regulations, etc.
Employer: Vasundhara Hospital                                                                                       (Aug 14 to Till Date)

Designation: Corporate/ Hospital Administrator

Job description: 
· Day to day administration of the hospital.

· Know the number of patient, new admission, night problems.

· Conduct hospital rounds and ensure proper nursing service, other support service and any specific complaints

· Ensure that there is not much delay in both process of admission and discharge
· Resolves day to day patient problem/attendants problems through proper by causing

· Recruitment of suitable staff including resident doctors, nurses and other staff in consultation with the director.
· Ensuring discipline of the staff and housekeeping and maintenance of the hospital as per standards

· Promotion of the hospital infrastructure, equipment, Vehicles, furniture fitting and installations/utilities such as power, water, air-condition.
· Order hospital material/supplies and ensuring availability of optimum stocks and maintaining stocks records

· Co-ordination set-up and functioning of hospital services such as diagnostic test, X-ray, Scans etc. 
· Appointing engaging contractors where required for services connected with the running of the 
hospital.

· Creates marketing plans for overall hospital services, specific service lines and special projects.

· Participates in strategic planning for corporate communication initiatives; manages the communications component of the hospital crisis plan.

· Assists hospital departments with planning and implementing phases of public relations related activities 
· Supervises, writes and edits internal and external communication pieces (press releases, quarterly newsletters, hospital fast facts, etc)
· Co-ordination with the doctors/consultants working at the hospital.

· Taking hospital to the next level and market self supporting.
· Able to develop and maintain effective relationship with all external parties/corporate including TPAs/Insurance companies.
Employer: Rama Super Speciality Hospital (1032 Bedded & Unit of Medical College)        (APR 14 to JUNE 15)
Designation: Admin. /Quality Manager (As a consultant)
Job description: 
· To recommend a viable budget that ensures optimum excellence in service, patient’s satisfaction and planned profitability.

· To recommend policies to Management that meets the objective and needs of Hospital.

· Develop resource strategies for profitability.

· Have a preventive maintenance schedule of all equipments and physical assets.

· To recommend renovation /up gradation plans.

· Update organization structure to meet hospital needs.

· Bring healthy, effective relationship between line and staff functions. 

· Develop a well-motivated and trained team so as to ensure excellence in service.

· Develop and encourage new ideas of innovation for competitiveness.
· Ensure morale and motivation of staff so that they can meet the hospital objectives.

· Develop in house leadership to bring about quality decision – making.

· Develop an upward-downward communication system.
· Develop, update and implement standards to bring about equality in service.

· Improve work methods to improve productivity.
Performance Improvement

      1. Feedback on patient and staff surveys 
      2. Management of patient’s complaints
      3. Monitor key performance indicators 
      4. Drive and support implementation of quality improvements 
      5. Quality department also monitors and assesses the performance and produces data and report on      

           performance, measuring against set indicators. 
      6. Liaison with other departments and staff throughout the hospital to ensure that the QA system is 
           functioning properly. Where appropriate, the quality manager advises on changes and their  

           implementation and provides training, tools and techniques to enable others to achieve quality.
Documentation
1. Designing SOPS, Manuals, and Checklists .forms as per needs of Hospital for implementation in consultation with various departments head.
2. Committee meetings documentation.
3. Documented policies and procedures of all departments
Quality Indicators analysis & Audits: 
Analysis of quality indicators and conducting or supporting audits
 Employer: Ganesh Diagnostic and Imaging Centre Pvt Ltd (NABH, NABL)        (May13 to Mar14)

Designation: (Medical Director) Administrator 
 Job description
· Medical Director is otherwise known as health administrator who works for administering different aspects of health care center. 

· Responsible for providing quality services within the system. 
Administrator
· Responsible for giving emergency medical care to the patients.
· Manage the entire team of medical staff.
· Examines the case sheet of every patient to complete Diagnostic/Testing formalities and to judge clinical findings.
· Person who can change the Diagnostic/Testing procedure for the patient after consulting the doctor who attends him.
· He should be available round the clock in the centre and attend even during night time in case of emergency.
· Works in coordination with Radiologist and specialists and follows the Diagnostic/Testing for each patient.
· Responsible for performing diagnosis procedure for the patient with the help of nursing staff.
· Monitors the diagnosis procedure along with nursing staff.
· Introduce new medical staff to the centre and give him proper training.
· Plans for developing infrastructure and buying new appliances for the Centre.
· Formulates budget for constructing new modalities.
· Selection & Management of  Vendors & other service providers
· Conduct customer’s Satisfaction surveys.
· Training of House Keeping, Security & contractual staff on weekly basis.
· Managed Administration of Ambulance Services
· In House audit of Stock, Stock management.
· Supervision of Billing & Front office department.
[

Quality Training and Education
        1.All staff are given the opportunity to participate in QI Plan
        2.To fully accomplish this, all staff are provided with QI education and training
        3.This education includes a description of the QI Plan and how they fit into  their particular job   
     responsibilities. 
Documentation
· Designing SOPS, Manuals, and Checklists .forms as per needs of Hospital for Implementation in      

Consultation with various departments head.

· Committee meetings documentation.

· Documented policies and procedures of all departments 
Previous Employer: Mittal Hospital (50beds)                                                         (May11 to April 13)

Designation: Quality Manager cum Administrator
Risk Management, Performance Improvement, Clinical Auditing, Training and Development 
Job Responsibilities: 
· Daily Rounds: Conducts ward and department rounds twice a day as per SOP and collects relevant information as per rounds.

· Document Management: To manage all paperwork, correspondence, personal and financial information, in the hospital.

· Training: Train personnel in the hospital on policies, process, systems, billing and other operational activities
· Customer Management: Resolves customer queries and escalates to customer care in charge.

· Coordination: Coordinates with various departments within the hospital.

· Legal/Permissions: Responsible for obtaining permissions, licences and liasoning with government or other agencies as per instructions from medical director.

· Provide ever improving patient care, meeting highest standards of safety, timeliness, appropriateness evidence based, equitable and based on best practice & norms in health care.

· Facilitated collaborative quality improvement, safety, service, health promotion and disease prevention activities with select medical and employer groups.
· Partnered with community agencies and organizations dedicated to building healthier communities. 
· Acted as a representative and spokesperson for the Quality Program. 

· Developed and updated quality policies.

· Created and supported an environment that fostered teamwork, recognized the customer, and promoted learning.
Previous Employer: D.S P & S. Services PVT LTD

Designation: Operation& Planning Manager in Health Sector                                               [Part Time]                                                                                  
Job Responsibilities:
· Distinction of working closely with the Board of Management and was instrumental in giving feedback and advice in policy decision and future planning. 

· Health surveys and Risk Analysis, Strategic and tactical planning Training, Planning, Implementation & Crises Management.

· Designed and implemented studies / surveys and derived strategies and methodological approaches to improve quality of service at all levels.

· Created service profile and processes for the hospitals/ healthcare.
· Formulated the entire business plan and was actively involved in manpower planning for hospitals/healthcare.

· Defined key performance indicators for the various functions.

· Recruited new attachment of Consultant doctors/nurses/staffs.

· Imparted training to experts and health personnel in health related aspects.

Dissertation Report: (3 Months)
·  Dissertation in NVBDCP (Dirt. G.H. S., Ministry of Health & Family Welfare, Govt. Of India)
· Job Responsibilities:    Management Trainee in communicable diseases.
· Report Title:                    Patients to Study the Assessment of Progress in Morbidity Management   
                                               among Lymphodema & Hydrocele. 
· Organization’s name:  National Vector Borne Diseases Control Programme (Govt.of India)
· Details of the report: 
1. To study the progress towards Morbidity Management in Lymphatic Filariasis cases in the state of Uttar Pradesh. 
2. Case study – Analysis of progress towards Morbidity Management in District Barabanki of Uttar Pradesh.
Projects and Summer Internship: 
1. Summer Internship in NVBDCP (Dirt. G.H. S., Ministry of Health & Family Welfare, Govt. Of India) 
· Job Responsibilities:   Management Trainee in communicable diseases
· Project Title:                   Progress Towards Elimination of Lymphatic Filariasis India with Special    
                                              reference to Uttar Pradesh.
· Organization’s name:  National Vector Borne Diseases Control Programme (Govt. of India)
· Details of the project:
1. To Study the progress made in elimination of Lymphatic Filariasis by annual Mass Drug Administration with Diethycarbamazine citrate (DEC) + Albendazole tablets.      

2. To assess the drug coverage and compliance during MDA taking a sample District Barabanki of Uttar Pradesh. 
2.   Internship in Santosh Medical College, Ghaziabad: (6 Months)
· Job Responsibilities:  Occupational Therapist
· Institution  name:       Santosh Medical College & Hospital, Ghaziabad
· Details of the report: Project on Effect of activity management in improving gait in Chronic Stroke        

                                            Patients
Award & Achievement
· Well versed in performing Quality related study, Quality indicators analysis and report compilation Gap Analysis Completion & Closure of Gaps.
· Organize and attend a conference on 3T- MRI in Ganesh Diagnostic and Imaging Centre.
· Attend a conference on PET-CT in Ganesh Diagnostic and Imaging Centre.
· Attend a conference on Nuclear Medicine in Ganesh Diagnostic and Imaging Centre. 
· Organize and attend a conference on CT-CORONARY ANGIOGRAPHY in Ganesh Diagnostic and Imaging Centre. 

· Certified by 45* National Conference of A.I.O.T.A (founder council member of world federation of occupational therapy) on CHANGING DIMENSIONS, WIDENING HORIZENS.

· Certified by National Conference on MIND-BODY MEDICINE.                                                         

· My work has recognized at State level during Summer Internship of NVBDCP Govt. of India and the same can be verified from the DENIK JAGRAN , AMAR UJALA & TIMES OF INDIA NEWSPAPERS Dated 29th & 30th Jun 2011.
· Certified by Jamia Hamdard as a Volunteer in GD/PI in 2011. 

· Certified by Assisted Department of Management for CAMPUS PLACEMENT PROGRAMME during 2011-2012.

· Certified by Jamia Hamdard as a Volunteer in CAP in 2012.

· Well-coordinated and managed the Pre-assessment and Surveillance assessment. 
Extra-Curricular Activities:
· Actively participated as a volunteer in G.D and personal  interviews in Jamia Hamdard.

· Actively participated as a volunteer in Campus Activies Programme in Jamia Hamdard. 
· Actively participated as a volunteer in 10th Cancer Cure Programme in W.H.D.O
EDUCATIONAL CREDENTIALS
	        DEGREE
	                           INSTITUTE
	    UNIVERSITY/BOARD
	     YEARS

	Hospital Quality Certificate
	                              GDIC
	               NABH/NABL
	    2013, 2015

	MBA (Health & Hospital Management)
	Faculty of Management studies and IT, Jamia Hamdard
	 Jamia Hamdard University
	  2010-2012

	Bachelor Of Occupational Therapy
	           Santosh Medical College
	           CCS University
	  2005-2010

	Diploma in Naturopathy & Yoga
	   Gandhi Academy of Naturopathy
	                G.S.P.C.S
	  2005-2008

	 HSC
	           Ghaziabad Public School 
	                   CBSE
	       2005



	SSC

	               Nehru Public School
	                   CBSE
	       2002


Computer Proficiency ( MS Office, SPSS, M.S Power-Point and Internet Applications
( Date of Birth: 26thApril1987 
( Languages Known: English, Hindi and Punjabi 
( References: Available on Requirement  
I hereby declare that the information furnished above, is true to the best of my knowledge.
DATE:                                                                                                                                                 MAYANK KUMAR[image: image1.png]



