Manu Kalia
Email id: manukalia29@gmail.com

Mob: - +91-9873277482
   
CAREER OBJECTIVE:  
To be a part of the challenging team which strives for the better growth of the
organization and which explores my potential and provides me with the opportunity
to enhance my talent with an intention to be an asset to the company.
SUMMARY:
· Worked as a Medical administrator in HealthStreet Hospitals (P) Ltd.
· Interned at Fortis Hospital Noida as Management Trainee in Operations and Quality.

· Hard working, Punctual and  dedicated Healthcare Administration professional completed  M.B.A. with an emphasis in Healthcare administration and a  Bachelor  degree in  Nursing..

· Synergy of knowledge and spirit to consistently strive towards excellence and realization of self and organizational goals.

· Excellent communication & analytical skills, process driven,  good documentation and reporting skills.

EDUCATION:

	Class
	Board/university
	Year
	Percentage/CGPA

	MBA(Healthcare)
	Chitkara University
	2012-2014
	7.6

	BSc.Nursing
	Baba Farid University 
	2007-2011
	66%

	XII
	PSEB
	2007
	74%

	X
	PSEB
	2005
	83%


PROFESSIONAL EXPERIENCE:
· 6 months of experience as a Medical Administrator at HealthStreet Hospitals Punjab.(2014)

·   6 months internship in fortis  in  operations and quality department.( August 2013--   january2014)

              Projects: 
1. Conversion of Preventive Health Check patients into regular loyal customers of the hospital 
· 3 months of internship in different departments at Government Medical College,Amritsar. (2010)

·  3 months of internship in community including Sub Centres and Primary health Centres at Verka,Amritsar(2011)
CONFERENCES & SEMINARS:
· Attended   the HospiArch 2013, Chandigarh, conference on Hospital Planning, Design & Architecture.

· Participated in the workshop of “Emerging Domains in Healthcare” by Dr. Rubin Pillay.

· Participated in the TEDx at the university.

· Attended workshop of Dr. Rubin Pillay on “Emerging Domains and Social Entrepreneurship”.

· Attended workshop on Lean Thinking Knowledge  and practice conducted by    Dr. V K singh.

ACHIEVEMENTS:
· Won first prize in  the German workshop on “Mergers and Acquisitions”.
· Won first prize in Collage making contest on the topic “Healthcare 3.0”
· Won Second prize in Interschool sports meet for 100 m race organized at S.S.S.S Senior secondary school Amritsar.
JOB DESCRIPTION:

· Coordinate the medical activities and organize the functions of the hospital through appropriate departmentalization and the delegation of duties. 
· Cooridinator of Total Knee Replacement Surgery (in Collaboration with Shalby Hospital Ahmedabad)

· Develop Standard Operating Protocols (SOP's) for the hospital. 

· To meet departmental heads; coordinates their activities, formulate programs for the hospital, and solve day-to-day administrative problems.

· To attend meetings of the medical staff and other hospital committees. 

· Focus on continuously enhancing patients experience through interactionand involvement to determine the expectations.

· Manage relationship with other deopartments to provide seamless service delivery

· Overall responsible for staff attendance,leave and abseentisn

· Handle patient grievances

· Ensure the implementation compliance of quality standardsin all the wards

· Solve problems and difficulies faced by the consultants and patients in the OPD

· Ensure that the discharges are made on time in co-ordination with the consultants, AMS Medical Transcriptionist and RMO

· Take patient to patient rounds on all the floors in all the departments to solve management related problems

· Tie –Ups with the other hospitals and government agenciesfor the patient database sharing
· Prepare employee rosterand ensure the availability of the employee on the asked duty.

· To coordinate business promotion activities (via; CMEs, Camps, Lectures etc)

· Ensuring that all patients receive the highest quality of care and service.
Looking after the Empanelment with various corporate organizations.i.e, NFL,ULTRATECH,AMBUJA, BHAI GHANIYA JI SEHAT SEWA SCHEME etc.

              Reporting to Medical Director, Healthstreet Hospitals,Bathinda
TECHNICAL SKILLS :
· Proficient in MS Excel, MS word, MS PowerPoint.

· Proficient in Hospital Information system.
COMPETENCIES:
· Good interpersonal skills

· Analytical ability

· Ability to work in a team structure.

INTERESTS:
· Athletics
· Travelling.

· Interacting with people from diverse background
· Listening to Music
·  Dancing
PERSONAL DETAILS:
	NAME
	MANU KALIA

	DATE OF BIRTH
	29 NOVEMBER 1989

	SEX
	FEMALE

	MARITAL STATUS
	MARRIED

	NATIONALITY
	INDIAN

	LOCATION
	NOIDA

	LANGUAGES KNOWN
	ENGLISH,HINDI,PUNJABI

	
	


