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Objective: 
Provide client service of international standards and seeking to work in an organization where my knowledge and abilities can be enriched in conjunction to the organizational goals. An accurate and detail oriented with the ability to work in a fast paced environment looking for position in well-reputed company

PROFESSIONAL EXPERIENCE SUMMARY

Total Experience

:
15 Years in hospitality industry

Industry


:
F & B Service & Hospital management

Skills:

· Inventory, Cost control, Budget reporting, Staffing.

· Ordering, Receiving, Office, Safe handling, Deposit, Billing, Training,  Scheduling, , Set up, Breakdown, Room diagrams, Active listening

· Idea generation, Idea evaluation, Management of material resources, Judgment and decision making, Time management, Personnel management, Computer, register knowledge, Critical thinking, and Problem id.

· Outstanding oral, written and training communication skills 

· Unparalleled guest relations skills and resolving Guest requests and concerns. 

· Strong analytical skills including trend analysis and the ability to develop innovative tactics to resolve problems. And establish relevant actions that meet guest's expectations.

· Positive and upbeat approach to employee relations and guest complaints. 

·  Remarkable ability to ensure proper selection, training, motivation and counseling of all employees

Working as MANGER  -Patient Care Services with Medanta The Medicity Hospital  Gurgoan Haryana

Duration             :    18 September2010  till date

Responsibilities:-

· Responsible for completely overseeing the perfect working of all the departments in the best professional way possible.

· Complete operational responsibilities for 1100 beds and ensure smooth and efficient operations.

· Quickly and proactively provides assistance and support to office staff.

· Handling a staff of 85 people and coordinating their activities.

· Effectively interfacing with business partners, corporate clients & TPAs for new Tie ups and renewal of existing Tie Ups.

· To handle the complete functioning of Doctors, Front office department, House Keeping department, nursing staff, floor coordinators & ward areas.

· Responsible for Staff Selection with HR .

· Responsible for Training, Development and effective functioning of all departments.

· Build and maintain relationship with internal and external customers.

· Take care of inventory management.

· To keep a track for required medical equipments.  

· Resolve customer complaints and make recommendations for improvement.

· Responsible for Duty Roasters and Leave allocation of Doctors and other staff.

· Supervising the OPD, IPD, Ward areas.

 Worked as  Senior Executive-Patient Care Services with Fortis Health Care Ltd., New Delhi

Duration
:
Since April 2006 to 1 September 2010

Out Patient (OPD)

Front office & Back Office Coordinate with patients, interacting with the physicians and other health professionals.

Inpatient Department (IPD)

Front office, Billing, Counseling Cell, Corporate/PTA Helpdesk, Corporate Bill Processing.

Customer Relations

Customer Queries

Handling Customer Complaints

Admission Process

Counseling

Billing

Night Auditing, & Final Billing at the Time of Discharge

Reports 

Daily Reports 

Cash Management (Collection Reports, Mtd - Ytd reports)

Beside Procedure  Reports.

Collections

Daily Collections

Collection against Defaulters

Corporate

Corporate

Corporate/TPA Processing 

Follow up with Corporate/TPA

OMLETTES

Duration

:
from July 2005 to March 2006

Role


:
Manager-Operations.

Ensuring prompt service ,delivery, emphasis on Quality and customer satisfaction,Ensuring smooth functioning of F & B Service, training people, customer handling, target achievements & handling complaints. Promoting and marketing of the business Manage budgets as well as financial plans. 

MOET’S

Duration

:
 Oct-2002 to August 2004.

Role


:
Assistant Manager

Experience in day-to-day management of restaurant and its staff with commercial accountability for planning organizing and directing staff, advertisement, and marketing, sourcing, guest relations, bar operations.

Responsible for complete restaurant operation: Budgets, Profit and Loss, Inventory, Surpassing, Hiring and Training New Employees, Store Marking, Employee Scheduling, Service Expectations

Responsible for front of house operations: Staffing, Training, Bar Inventory and Cost Maintenance, Customer Service

     Veg Valley Restaurant

       Captain with, Veg Valley Restaurant Gurgaon from April 2001 to July 2001

 India Habitat Centre

 Worked as Crew Member with India Habitat Centre, New Delhi from July                  2001 to August 2002.

    Academic qualification:-

Passed 10+2 from C.B. S. E. Board.

    Technical qualification:-

Diploma in F & B Service from Food Craft Institute, Faridabad (jointly sponsored by the Govt. of India (PUSA) & Haryana State with 1st Division.

 Basic Computers Applications.

      Pursuing diploma in hospitality management from National Institute of Management

    Major strengths:

· Ability to work long hours to meet time deadlines and bring in the desired results.

· Team oriented and proactive.

· Ability to motivate staff to high degree of achievement.

· Strong customer service background being result of over  10 years experience in hospitality/service industry.

· High degree of sensitivity to customer need and demands.
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