
                                            RESUME

REENA RAI

Mobile No. : 9540638449,7838259869                                                                                                 

Address  :c-1/30-31,rama park,uttam nagar ,New Delhi 

E-mail: reenurai282@gmail.com       

CAREER OBJECTIVE:

To work in a challenging environment where I can develop myself with the opportunities provided by organization which would offer professional Growth, continuous Learning and overall development and I can use my skills to the best of my abilities and be a useful asset to any organization.
PROFESSIONAL QUALIFICATION:
	EXAMINATION
	College/UNIVERSITY
	YEAR
	AVERAGE (%)

	Post graduation diploma in Hospital services management     
	Sarojini naidu   Govt.Girls  P.G. College Bhopal   / (Barkatullah Unversity)                                           
	2011-2012
	78%

	Bachelor of medical laboratory technology
	Career college Bhopal/ ((Barkatullah Unversity )                       
	2008-2009
	63.3%

	Advance Diploma in Quality Management
	Quality Professional group Chandigrah
	Pursuing
	


ACADEMIC QUALIFICATION:
	EXAMINATION
	School/BOARD
	YEAR
	AVERAGE (%)

	Higher Secondary 
	St. Thomas convent school ,Begumganj /(M.P.) BOARD
	2005
	              64%

	High school
	St. Thomas convent school ,Begumganj (M.P.) BOARD
	2003
	              58.6%

	
	
	
	


     EXPERIENCE:                                                                                                                                                                                                                
· Previously worked in Park hospital New Delhi as a Operation Coordinator ( ICU) from 15 Feb 2016 to 15 August 2016 My Job responsibilities was:
· Taking round of all over the ICU  to ensure smooth functioning of all ICU.
· Meet with Admitted patients if patient have some grievances solve their issues.
· Handling staff grievances as and when required

· Check and ensure correct staffing daily for ICU.

· Handling patient billing issues
· Checking for completion of pending files.
· Checking  the stock of all  the items

· Checking all the inventories and equipments and maintaining them.
· Checking  the working condition of all equipments
· Preparing and checking daily duty roaster of RMOS

· Check waste management on   the bed side as well as moving out from ICU
· Check cleaning of ICU

· Checking of bed side chart which mentions about bed sore,Oral care, Trachestomy care.

· Following and supervising all the doctors orders for implementation.

· Previously worked in L.N medical college & J.K Hospital Bhopal as a Operation executive from May 2014 to April 2015.My Job responsibility Was-

· Supervision of Floor

· Meeting Patient and patient relatives on daily basis

· Handling  all queries from the patients or patient relatives point of view

· Attend to all internal departmental problems and report to HOD.

· Supervising &co-ordinating with the Housekeeping , Maintenance, Dietary Department Personnels.
· To Coordinate Activities Between Various Departments, Doctors,nurses, and other Healthcare professionals in the Hospital.

· Guide patients with the information they want and provided the help needed.
COMPUTER PROFICIENCY:
· MS word, Excel, power point

· Net surfing.
CONFERENCE AND SEMINAR
· ONE DAY SEMINAR (3RD OCTOBER ,2011) ON “Hazard free hospitals : An Approach “ in Lucknow

· One day seminar (11TH November 2010) on “Stress Management” in Bhopal

· CLAIRVOYANCE 2010 (2 days conference 11TH & 12TH December) on “Health Care in South Asia”, in Tata Institute of Social Sciences, Mumbai.

TRAINING 
· Three month training at CARE Hospital, Nampally, HYD on Role of TPA in Health Insurance and it services.
· One month training at Apollo hospital in Ahemdabad on the topic Comphrensive study on Lab investigation Turn around time  of out patient
· One month training at Bhopal memorial hospital in Bhopal on the topic to study the responses of staff with patients in OPD  

· One month training at Bhopal memorial hospital in Bhopal on the topic Observation of various clinical and non clinical departments
PROJECT DONE 

· Role of TPA in Health Insurance and it services in CARE Hopsital , Nampally, Hyedrabad.
· A study on Infection control practices on hand hygiene practices among health care workers.
· Comphrensive study on Lab investigation Turn around time  of out 

Patient
· To  study  the responses of staff with patients in OPD
· Observation of various clinical and non clinical departments

VISIT TO HOSPITALS

· 10     days   visit to sanjay  Gandhi Post graduate institute of Medical sciences , Lucknow   from 24-09-2011 to 4-10-2011

· Apollo Hospital ,Ahemdabad

· Bhopal Memorial Hospital and Reasearch Centre Bhopal

ACADEMIC AREA OF INTEREST:


· Quality management.

· Material Department. 

· Human Resources management

· Operations

· Insurance Deparment                                                                                                                                                                                                             
REFRENCE:                                                                                                                                                                                                       
· Dr.Pankaj mishra ICU Director  Park Hospital west  Delhi Mobile no:9555666330
·     Dr.Chhavi Gupta Administrator & NABH &NABL Coordinator L.N Medical College & J.K Hospital ,Bhopal Mobile no:9630092307
· Radha Manhor Sr.HR  manager  Care hospital Nampally Hyderabad  Mobile no.: 8008801011
PERSONAL DETAILS:

NAME              

:-
REENA RAI 

Date of birth    

:-  
01/07/1987  

Husband name     
:-  
Mr. Manish  Rai

Strength             

:-   
Honest,  Hard worker , Responsible.

Martial status     

:-   
Married
Language Known 
:-  
English, Hindi

Nationality

:-        Indian

.

Areas of Expertise

· To direct, supervise and coordinate functions and activities of most of the hospital departments.

· To handle customer grievances & feedback.
· Responsible in doing a root cause analysis of all Incidents & projects
DECLARATION:
I here by declare that all the given information is true to the best of  my knowledge

Date:






Place: Delhi                                                                                             REENA RAI
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