Cover letter
Mr. Sonu Kumar
Contact no- +234-8102530561(Abuja, Nigeria) 
Email id- sonuukmr86@gmail.com, sonukumarnbnc@gmail.com
Dear Sir/Madam,
I am please to present my resume to you for any desirable post in you esteem institute. With a Master of Business Administration in Marketing & HR, Post Graduate Program in Business Management (Hospitality Management) and a Bachelor Degree in Hospital Management, and over 6+ years of Hospital Administration, Hospital Operations, Corporate and Direct Marketing experience in healthcare settings, I am confident in my ability to become a valuable asset to your distinguished team.

In my current position as the Hospital Administrator at Mayfield Specialist Hospital, Abuja, Nigeria, I am looking of the commissioning of the hospital, oversee all administrative and personnel matters and am instrumental in assisting with the successful transformation and expansion of various departments. I manage and supervise all personnel and oversee operations, finance, and admissions. My position in the hospital has provided me with opportunities to develop and refine my communications, interpersonal, time management, and problem solving skills that enable me to successfully direct and lead diverse groups of personnel with different backgrounds and personalities.

Furthermore, having worked in the medical field since 2009, I posse’s in-depth knowledge of the daily operations of treatment facilities. I excel in the areas of staff training, Quality (JCI & NABH) marketing, business development, evaluation, and coordination. My strong attribute includes community relations, project development and management, patient and family support, in-service training, decision making and problem solving. I have a proven ability to develop strong and meaningful relationships with management, faculty and community members, with a maintained focus on the best interest of patients and organization at all times.

As a results-driven and team oriented professional, I welcome the opportunity to meet with you to discuss how my extensive experience, education, and skill set would be of benefit to your institution. Thank you for your time and consideration, and I look forward to hearing from you soon.
Sincerely,

Sonu Kumar
Enclosure- Resume
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Sonu Kumar        
                                                                                                                                                            
E-mail ID    : sonuukmr86@gmail.com,  sonukumarnbnc@gmail.com
Mobile         : +234-8102530561(Current Mobile No. of Abuja, Nigeria)
​​​​​​​​​​​​​​​​​Objective:
Looking for a challenging career, where there is scope for demonstration and to strive for the betterment of the institution & self through optimum utilization of my caliber & experience.
Professional Experience: Having Professional Experience of 6+ years
Name of the Hospital : Mayfield Specialist Hospital, Abuja, Nigeria
Current Designation : Chief  Hospital Administrator
Department  :                  Administration, Operations, Marketing & Business Development
Duration:                           (26/02/2016 to Till Date)

Duties Performed:

· Commissioning the facility and administer fiscal operations, including accounting, planning, authorizing expenditures, establishing rates for services, and coordinating billing and discharge process.
· Handling of equipment purchasing and installation of equipment. Ensuring smooth functioning of all operational and patient care activities on a daily basis as to ensure quality functioning and sustainable growth of hospital.  
· Coordinating with JCI(Joint Commission International)  
· Coordinates with professionals & staff members and assigns their duties and tasks.
· Liaise with vendors, contractors & suppliers on a regular basis. To coordinate the actions of all departments and ensure they function as one, and establish and administer policies, and ensure they are uniformly understood.
· Physical Marketing, Core and hard Core marketing

· Confer with other departmental heads to coordinate activities including attending departmental meetings and ensure departmental developments take place.

· Monitor the clinical productivity through customer satisfaction reviews, daily reports.  Coordinate the smooth running of daily activities by ensuring that all patient’s enquiries/ problems are dealt as soon as possible.

· Acting as a bridge between the employees & top management.

· Communicating with staff and building up successful operational relationships with all. To oversee the support services such as stores, housekeeping, catering, general office etc.
· Working with purchasing staff to establish quality requirements from external suppliers.

· Bringing together staff of different disciplines and driving the group to plan, formulate and agree comprehensive quality procedures.

· Persuading reluctant staff to change their way of working to incorporate quality methods.
· TPA & Corporate Billing & Revenue Generation 

Name of the Hospital: Dr. Hassan's Hospital & Diagnostic Centre, Abuja, Nigeria
Designation: Head- Administration & Marketing
Department: Administration & Corporate Marketing

Duration: (15/06/2015 to 30/01/2016)

Duties Performed:

· Ensuring smooth functioning of all operational and patient care activities on a daily basis as to ensure quality functioning and sustainable growth of hospital.  
· Confer with other departmental heads to coordinate activities including attending departmental meetings and ensure departmental developments take place.

· Monitor the clinical productivity through customer satisfaction reviews, daily reports.  Coordinate the smooth running of daily activities by ensuring that all patient’s enquiries/ problems are dealt as soon as possible.

· TPA & Corporate Billing & Revenue Generation 
· Acting as a bridge between the employees & top management.

· Communicating with staff and building up successful operational relationships with all. To oversee the support services such as stores, housekeeping, catering, general office etc.
· Conducted regular training program for staff on various quality policies based on NABH guidelines. And thereby coordinate the entire hospital NABH activities.

· Taking facilitating/monitoring rounds in the hospital and could maintain & control proper infection control activities.

Name of the Hospital: North Bengal Neuro Centre Pvt. Ltd., Siliguri, India
Designation: Head- Administration & Corporate Marketing
Department: Administration & Corporate 
Duration:  (01/01/2011 to 31/05/2015)
Duties Performed:

· Looking after entire Human Resource activities including Recruitment, Selection, Induction, orientation, performance appraisal, monitoring personal records of all the staff of the hospital and could effectively optimize the output of work force.
· Conduct and administer fiscal operations, including accounting, planning, authorizing expenditures, establishing rates for services, and coordinating billing and discharge process.

· Review the systems and practices in the hospital periodically arising out of new developments, changes in the infrastructure, staffing or patient complaints or suggestions.

· Work closely with clinical staff to reduce the length of stay, eliminate unnecessary investigations, drugs and therapies, and bring about economies in the use of supplies, facilities and human resources.
· Corporate Tie-Ups, Follow up & TPA & Corporate Billing & Revenue Generation 
· Ensuring smooth functioning of all operational and patient care activities on a daily basis as to ensure quality functioning and sustainable growth of hospital.  
· Confer with other departmental heads to coordinate activities including attending departmental meetings and ensure departmental developments take place.

· Monitor the clinical productivity through customer satisfaction reviews, daily reports.  Coordinate the smooth running of daily activities by ensuring that all patient’s enquiries/ problems are dealt as soon as possible.

· Acting as a bridge between the employees & top management.

· Communicating with staff and building up successful operational relationships with all. To oversee the support services such as stores, housekeeping, catering, general office etc.
· Handled and supervised managerial functions to make sure each department functioned professionally and in a well-timed method and met hospital’s overall requirement.

· Exercising high level of confidentiality in HR Documents including employee file reflecting salary increases, deductions, benefits etc.

· Conducted regular training program for staff on various quality policies based on NABH guidelines. And thereby coordinate the entire hospital NABH activities.

· Taking facilitating/monitoring rounds in the hospital and could maintain & control proper infection control activities.

· Supervising and directing the entire administrative staffs and other Personnel.
Key Areas of working:

· Administration & Operations
· Corporate Tie-Ups & Billing 

· Human Resource Management
· Allocation of Budgeting

· Operations Management,

· Marketing & Business Development
· Corporate Marketing
· MS Office
academic PROFILE

	SCHOOL / COLLEGE
	BOARD /

UNIVERSITY
	DEGREE
	YEAR
	PERCENTAGE

	International Institute of Business Studies, Bangalore


International Institute of Business Studies, Bangalore, India
	PTU,

Jalandhar, India
Autonomous

IIBS, Bangalore, (India)
	MBA in Marketing

PGPBM in Hospitality Management
	2009 - 2011

2009-2011
	67% with           1st Divison

A Grade

	NSHM College of Management And Technology,

Durgapur(West Bengal),India
	W.B.U.T

Kolkata, India


	Bachelor in Hospital Management
	2006-2009
	6.28%



	Allama Iqbal College,

Bihar Sharif, Patna
	B,I.E.C, Patna, India
	Intermediate(+2)
	2004-2006
	49%

	D.B.R.K Jalan Inter High School, Patna City, India
	B.S.E.B, Patna,

India
	Matriculation
	        2003
	55%


  Training Experience:
· Attended 3 Days medical trade fair in association with Hong Kong Trade Development Council, Hong Kong from 3-5 May 2016.

· Attended 3 days medical fair in association with Arab Health Council, Dubai,U.A.E from 25th Jan to 27th Jan 2016.

       •
Three weeks Training on Cross-Cultural Motivation Technique from Stamford

 University, Bangkok, Thailand.

· Three months Training in market research and market feasibility in healthcare system from Religare Technology Bangalore, India.

· Three months Training in market research and market feasibility in healthcare system From ISOS Consultancy Services Pvt. Ltd, Bangalore, India.

· Two months Training in maintenance Department in Cancer Centre Welfare Home & Research Institute, Kolkata, India.

1) INDIAN SOCIETY OF HOSPITAL ADMINISTRATORS (ISHA), Bangalore– Permanent member of ISHA & Took training under DR. Ashok Sahani in the field of administration for delivering quality healthcare.
EXTRA CURRICULAR ACTIVITY


Worked under a totally computerized environment in college and working areas. Excellent command over MS OFFICE tools like preparing report on excel sheet, word, presentation on power point .
PERSONAL DETAILS

Date of Birth


 :   15/12/1986
Gender                                              :   Male.

Marital Status


 :   Married
Language Known                           :   English, Hindi, Bhojpuri Bengali, Nepali
Hobbies


 :   Reading, Traveling, Cooking, 
Nationality


: Indian

Passport 


 : H9794328

Reference :- Dr. Charles (Chief Medical Director) - +2347046348694 
I do here by declare that all the statements given in this resume are true, complete and correct to the best of my knowledge and belief. If I am selected assure you that I shall try my best to give you entire satisfaction with my work and condition.
PLACE: - Abuja, Nigeria
DATE: - 17/06/2016                                                                                                          (Sonu Kumar)                                                                                                                                      
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