           GEETA UPRETI                                        
H. No- 55, GALI NO-7, GROUND FLOOR, MADAN PARK, EAST PUNJABI BAGH, NEW DELHI
( - 8130994141 ( - geetaupreti777@gmail.com


WORK EXPERIENCE

Current Title: Sr. Coordinator 


               
Company: BLK Hospital
Reporting to: Director & HOD



period: July, 2014 to till date
BLK Hospital is NABH and NABL approved Hospital in India providing best patient healthcare through Medical & Service Excellence

Job Responsibilities

· Coordinating with other department for various events like conferences, seminars, CME, Camp, upcountry visit and international visits. 
· Coordinating for department with different departments (HR/ Accounts/ IT/ Admin) 
· Daily visit and Coordinate with IPD patients for various issues. 
· Make Referrals list and coordinate with empanelled party.
· Handling web queries related to all patients local/ International.
· Handling of all incoming/outgoing correspondence patient queries independently.
· Awareness & working knowledge of all kind of works related to Personnel/Admn. Dept.
· Identify patient problems, resolve them at my level & escalate (when required) to the superiors.

· Ensure adherence of all departmental protocols for smooth functioning.
· Maintenance of all kind of computerized records viz. Attendance, Dispatch/Movement, Staff Leave etc.
Current Title: Asst. Manager 


               Company: Kailash Healthcare Group 

Reporting to: Marketing Head & CFO 


 period: March, 2013 to July, 2014 

Kailash Healthcare is NABH and NABL approved Hospital in India providing best patient healthcare through Medical & Service Excellence                            
Job Responsibilities

· Coordinating with other department for various events like conferences, seminars, CME, Camp, upcountry visit. 
· Make Referrals list and coordinate with empanelled party.
· Handling web queries related to all patients local/ International.
· Handling of all incoming/outgoing correspondence patient queries independently.
· Awareness & working knowledge of all kind of works related to Personnel/Admn. Dept.
· Identify patient problems, resolve them at my level & escalate (when required) to the superiors.

· Ensure adherence of all departmental protocols for smooth functioning.
· Search new business source (new corporate, healthcare facilitator, medical tourism companies) 
· Handling “Healthcare Privilege Card” and “Health check-up Package” department independently, including corporate visit, planning and resolve patient (card holder) queries. 
Current Title: Executive Assistant


               Company: Moolchand Medicity  
Reporting to: Director




    period: April 9,2012 to 7th Jan 2013 
Moolchand Healthcare is one of the best Health care Institute with NABH and first JCI approved in India providing International class patient care through Medical & Service Excellence

Job Responsibilities

· Make Referrals list and coordinate with empanelled party.
· Give cost estimates according to the room cadre chosen, taking care of admissions and proper IPD records. 

· Handling of all incoming/outgoing correspondence/international patient queries independently.
· Identify patient problems, resolve them at my level & escalate (when required) to the superiors.

· Ensure timely and effective communication & collaboration among various departments.

· Check complain register on daily basis and resolve the query, take immediate action and give advice on behalf of hospital’s quality.     
· Assisting Director and Making expenses claim and reports for submission to accounts department.
· Coordinating with other department for conferences, seminars, CME, Camp, upcountry and international visit. 
· Daily visit and Coordinate with international patients for various issues. 
Title: Secretary cum Patient care Executive              

Company: Metro Hospital 

Reporting to: Chairman & Group C.O.O.


    period: October , 2011 to April 2012

Metro group is one of the best Health care Institute and NABH accredited hospital.   
Job Responsibilities

· Fixing Meetings and preparation & maintenance of Minutes of Board-Meetings & Office Conferences/Meetings & various Committees etc.

· Make Referrals list and coordinate with empanelled party.

· Give cost estimates according to the room cadre chosen, taking care of admissions and proper IPD records. 

· Handling of all incoming/outgoing correspondence/patient queries independently.
· Awareness & working knowledge of all kind of works related to Personnel/Admn. Dept.
· Identify patient problems, resolve them at my level & escalate (when required) to the superiors.

· Ensure adherence of all departmental protocols for smooth functioning.

· Maintenance of all kind of computerized records viz. Attendance, Dispatch/Movement, Staff Leave etc.
· Take audit on floors in daily basis and solve the queries.
· Check complain register on daily basis and resolve the query, take immediate action and give advice on behalf of hospital’s quality.     
Title: Departmental Secretary (Coordinator)        Company: Max Healthcare Institute Limited

Reporting to: Head Of Department                           
Period: October 2009 to January 2011

Max Healthcare is one of the best Health care Institute with NABH approved in Delhi and NCR region providing International class patient care through Medical & Service Excellence

Job Responsibilities

· Assist the Head of Department in carrying out administrative activities smoothly in the dept.

· Fixing Appointments & Meetings and preparation & maintenance of Minutes of Board-Meetings & Office Conferences/Meetings & various Committees etc.

· Checking emails of self and HOD’s system on regular basis to ensure timely and right internal/external communication to and from the HOD’s office.

· Handling patient’s appointments, ensure their timely OPD consultation, give cost estimates according to the room cadre chosen, taking care of admissions and proper IPD records. 

· Ensure adherence of all departmental protocols for smooth functioning.

· Handling of all incoming/outgoing correspondence/patient queries independently.
· Maintaining subject/issue/dept. wise files of HOD office for ready reference and up to date record keeping and ensuring their right placement and storage.
· Internet facility utilization to get information on various aspects.
Title: Customer Relationship Officer



Company: Airtel Showroom

(Front office in charge)
Reporting to: Branch Manager               



Period: Aug 2007 to April 2009
Key Responsibilities:

· Addressed and resolved customer queries and constantly enhanced customer service by prompt and effective action.

· Handling billing of the customers.

· Handling phone calls of the customer & solving their queries.
· Responsible for liaison with internal departments and external clients for customer services.
· Led and supervised teams of customer service.
· Generated innovative strategies for customer services.

· Prepare and manage correspondence, sales report and documents.
Title: Front Office Executive                                       
Company: Jeewan Mala Hospital

 Reporting to: Head of Front Office                
   
Period: May 2006 to April 2007
Key Responsibilities:

· Attending to customer’s queries and complaints and understanding their level of urgency.
· Interacting with internal departments to solve customer complaints.
· Generating MIS reports for average of complaints and nature of complaints against the performance of rectifying it.
· Handling billing of the patients. 
KEY SKILLS
· Mentored and trained associates in customer related and organizational quality processes

· Acted as first point of contact for addressing and resolving customer queries and issues

· Self-motivated, analytical, quick learner, organized, detail-oriented, multi-tasker 

· Demonstrates initiative with a results orientation, while exhibiting strong drive and leadership skills.

PERSONAL STRENGTH

· A hardworking employee, who believes in giving 100% devotion to her work,
· Punctual / Regular

· Ability to take up challenges & responsibilities

EDUCATION
Pursuing Master in Public Administration from ignou
MBA in HOSPITAL ADMINISTRATION from Mahatma Gandhi University 
Post Graduate Diploma in Hospital Administration from Medvarsity (APOLLO Hospitals)
B. Com Pass from Delhi University
12th   CBSE Board     10th  CBSE Board 
TECHNICAL EXPOSURE
· Proficiency in MS-Office: MS-Excel, MS-Word, Internet and Tally.  

PERSONAL DETAILS

Father’s Name         : Mr. Harsh Vardhan Upreti
Mother’s Name        : Mrs. Subhadra Upreti
Date of Birth           : 7th November 1988
Gender                     : Female
Nationality               : Indian

Permanent Address  : 98 B, POCKET-2, PASHIM PURI, NEW DELHI-110063
DATE:                                                                          

(     /     /     )

