[image: image1.jpg]


    


 Name            :  ARCHANA PATEL

E-mail Id       :  archanap951@gmail.com

Contact no    : 9643133286, 9691181386

                        

  OBJECTIVE: 
My Career Objective is to acquire a Managerial position within a reputed organization where I can explore and contribute best of my potentials and skills in order to achieve recognition and growth.

EDUCATIONAL QUALIFICATION 

MBA in Hospital Administration from Institute of Management Studies Devi Ahilya University Indore (M.P) in 2013 with 75% Marks.

· Bsc Nursing from Government College of Nursing Indore (M.P) in 2011 with 72% Marks.

· Higher Secondary from Sindhu Higher Secondary School  Satna (M.P.) in 2007 with 68% Marks.

 PROFESSIONAL EXPERIENCE
Organization: Park Medicentre  Pvt Ltd Gurgaon
 Period:    18th June 2015 till present
Position:    Floor Manager
  Floor Manager

· Handling the entire I.C.U department and Coordinating with the Management.

· Providing the required documents (IPD billing) to the patient at the time of discharge.

· Ability to perform tasks as per the policies and procedures of the organization.

· Supervised a team of individuals for smooth services in accordance to the protocol of hospital.

· Answering customers calls and guided them by solving their quarries.

· Receiving and greeted clients politely, leaving a positive impression of the organization in their minds.

· Sorted general complaints and issues of workers and customers.
  2)Organization: Vasan Eye Care Hospital Gurgaon
   Period:             16th July 2013 to 25th May 2015(1Year 10Months)

   Position:          Senior Operation Executive

          • Maintain office   discipline.
        • Huddle: Connecting with entire team for past day’s performance, set the tone for next day.
        • Ensure adherence of TCS entries at all levels.
        • Daily Review : Business review & Meeting with Clinical In charge, Optical and Medicals.
        • Supervise cash Management and Purchase Authorizations.
        • Daily updates to EA and Cluster Manager. 
        • Future Appointments: To ensure every patient is given future appointment.
        • Patient experience: Ensuring proper slotting of appointments to minimize waiting time. Focus on surgical patients    and experience at all levels.
        •Conversions: Facilitating higher conversions on appointments and Surgeries/Procedures/Optical/Medicines.
        • Staff Orientation: Pre-emitting any exits and initiating recruitment process.
        • Proper induction and training for staff, engagement and performance Management.
        • Review with Cluster Head/Commercial Manager : 
          On centre’s performance and decide way forward for next week, Operations Matrix, PO-GRN, Expenses,   Marketing and Results, Stock and purchases, Counselor’s conversion, Upkeep of equipments, Repair and Maintenances. 
        • Cash flow projection for next week.
        • Ensure doctor and OT scheduling.
        • Ensure appropriate internal and external façade branding.
        • Team Engagement: Monthly meeting with team to share success of last month and objective of coming month.
- Select employee of the month with the help of Clinical in charge – Recognize best performing employee of the month.
        • Review: P&L for centre with CM/RCM
Professional strengths:

· Ability to perform tasks as per the policies and procedures of the organization

· Possess good management and supervisory skills

· Familiar with statistical analysis and quality control

· Possess excellent communication skills

· Familiar with operating systems like Microsoft Word, Excel, PowerPoint and the Internet
· Ability to generate effective training programs

· Possess quick decision making and problem solving skills

  KEY SKILLS 
           IPD Billing, Corporate Billing

           (CGHS ECHS Cash/Credit.TPA) 

  AREA OF INTEREST

      Operation Management
      Quality Management
PERSONAL PROFILE:

                 Father’s name          : Mr Ramdeen Patel

                 Mother’s name         : Mrs.Prabha Patel

                 Date of birth             : 25.05.1989

                 Hobbies                    : Playing badminton, listening music Tour and Travelling
                 Languages known    :  Hindi, English

                 Permanent address   :  Ma Sharda Colony Utaily Dist. Satna M.P.
  I hereby declare that all the above-mentioned information is true to the best of my knowledge and belief. 
          Date: 









Miss Archana Patel

          Place:
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