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Job applied for: Sr. Manager Administration
ABIDUL HAQUE


                                       ADDRESS FOR COMMUNICATION 
    Anupam Nagar,
                                                                House No. 18, 2nd Floor

Hatigaon Hijubari Road, Guwahati - 38

    Phone: 9957503474 , 8486465190
   Email:abidul200@gmail.com

Positive and sincere utilization of managerial knowledge and expertise acquired throughout the real work environment for mutual benefit of the organization and myself.

An Administrative professional with Eighteen years track record of hands on experience in Hospital Administration, Sales & Marketing in service sector.  Superior communication and presentation skills, in-depth knowledge of Administration, customer care and proven ability to diffuse highly charged situation. 

· Hospital Administration

· Concept selling

· CRM

· Planning and implementation of marketing strategies

· Retail marketing.

· Bachelor of Arts – 2nd Dvn.

· Diploma in Personnel Management & Industrial Relations– 1st Dvn.

· P.G. Diploma in Hospital Administration – 2nd Dvn

· Diploma in Personnel Computer Application – 1st Dvn.

· 2 years as an Asstt. Manager in the Haji Abdul Majid Memorial Hospital (150) bedded at Hojai Assam. (1996-1998) 
· 2 years as a Manager in the Haibargaon Nursing Home (60) bedded at Nagaon Assam.(1998-2000)
· 2 years as an Administrative Officer in the Metro Hospital & Heart Institute (280) bedded at Noida UP. (2000-2002)
· 1 year as an Administrative Officer in the International Hospital (150) bedded at Guwahati Assam. (2002-2003)
· 3 years as an Administration Executive in the GNRC Hospitals (135) bedded at Guwahati an ISO 9001:2000 & ISO 14001: 2004 Organization. (2003-2006)
· 2 year as a Sr. Executive Administration at GNRC Hospitals, Guwahati  (2006-2008)
· 2 years as an Asstt. Manager Administration. (2008-2010)at GNRC Hospitals, Guwahati
· 4 years as a Deputy Manager Administration in GNRC Hospitals, Guwahati (2010 – 2014)

Present Employment:

    Working as a Manager Administration in GNRC Hospitals, Guwahati 
 (ISO 9001:2000, 14001:2004 certified Superspeciality Health Care Organization.)



· To Co-ordinate most VIP and demanding customer within the organization.

· To make plan for special package of service for special customer. 

· To organize Seminar Health awareness programme in different states and district.  

· Monitoring smooth functions of Customer care service by the staff in their respective field.   

· Monitoring the operational issues of the hospital in various department towards the proper functioning and provide necessary instructions & guide line to them. (Clinical, non clinical & technical department.)
· Managing all H.R. related/operational issues of entire hospital including Pharmacy, Canteen, Electrical etc, Organizing interview, performance appraisal, training, & placement etc.
· Managing the day to day operational problems inside the hospital campus related to the hospital visitors and patient.

· Participate with the management in developing a vision and strategic plan to guide the organization.

· Identify, assess and inform top management of internal and external issues that effect the organization.

· Act as a professional advisor on all aspect of the organization activities.

· Initiating team work culture with the organization, Represent the organization at community activities to enhance the organization community profile.  

· Determine staffing requirement of hospital management.

· Oversee the implementation of the HR policies, procedures and practices including the development for all staff.
· Establish a positive, healthy and safe work environment in accordance with all appropriate legislation and regulations.

· Recruit, interview and select staff that have right technical personal abilities to help further the organizational mission.
· Ensure that all staff receives an orientation to the organization and appropriate training is provided.

· Performance management process and review coach and mentoring staff to improve performance.

· Discipline staff by using appropriate and legally defensible procedure.  


· To introduced the customer-employee friendly scheme.

· To handle most V.I.P and demanding customers

· To arrange the training for the staff to train them about Customer Care.

· To organize the meeting with CRM team for discussing feedback of customers

· To plan for short term and long tem strategies according to the need of organization.

· In short term strategy the activities are-

· Free health check-up Camp.

· Health awareness program

· Seminars and road-shows Programmes with doctors.

· In long term strategy following activities are included – 

· Special package of services to customer like--- Executive health check-up, Friends of GNRC scheme, Neighborhood services scheme etc.

· Continuous Medical Education (CME) program for doctors and Management Development Program (MDP) for the staff are to be organized.

· Supervision of GNRC Ashadeep Cards which offered medical services to card holders in concession mode. I did marketing for this health card and increased 25% growth of revenue including tie-up with Govt. of North-Eastern States for getting   recognition as a referred organization
· Developed an operational plan which incorporate goals and objectives that work towards the strategic directions of the organizations.

· Ensure that the operational of the organization meets the expectations of the boards and share holders.

· Oversee the efficient and effective day to day operation of the organization.

· Prepare procedure to implement the hospital policies, review existing policies and recommend changes in necessary.

· Oversee the planning, implementation and evaluation of the hospital programmes and services. 

· Ensure that facilities and services offered in the hospital to contribute to the hospital mission.

· Monitored day to day delivery of hospital services to maintain or to improve quality.

· Oversee planning, implementation, execution and evaluation of special project.

· Identify and evaluate the risk of the people, clients, staff, property goodwill and image of the organization.

· Disaster Management Plan.

· Ensure all the statutory and regulatory compliances are in place. 

· Maintain cleanliness and waste management program of the hospital.

· Patient and customer management by anticipating understand and respond to the need of the patient.

· To oversee and guide security personal and their placement inside the hospital premises and to make interchanges as per the situation demand.     


Attended Sixth National Workshop on Patient Satisfaction, Quality Assurance and Legal Aspect of Health Care at Down Town Hospital, Guwahati Organized by the Indian Society of Health   Administrators, Bangalore

· Interpersonal Dynamics- Dr.M.L.Monga, Dean ITM University Business School, Mumbai.
· Handling of Demanding Customers in Premium Organization- Dr.M.L.Agarwal,  Prof. California State University, USA.

· HRM in Services Sector – Dr .Ajay Kumar, Vice President, Apollo Hospitals, Hyderabad.


· Great Service towards customer – Dr.H.Bijur, Harish Bijur Consultancy (P) Ltd, Bangalore.

· Branding & Image building of Hospitals – Dr. R.Karanjeker, GM, Wokhardt Hospitals, Mumbai

· Marketing & Branding – A Three Pronged Approach by Prof. S Ramesh Kumar, Indian Institute of Management, Bangalore

· Attended training on Customer Care and Relationship by  Vivek Sukla from Sukla Consultancy, Dharamsala, Shimla
· Attended in-house workshop on Branding for brand new tomorrow by Mr.Harish Bijoor, Bijoor Consultancy, Mumbai
· Managing Contract Labour – Issues, Concerns, Problems & Remedies by All India Management Association at New Delhi 
· Medical Audit & Public Relations in Hospitals – by Prof. R.K.Sarma, Department of Health & Hospital Administration, IIM Shillong
· Workshop on Strengthening of Blood Transfusion Service in Assam at Assam Administrative Staff College, Guwahati
· Managerial & Personnel Effectiveness- winning steps towards excellence – by Dr. Arti Sengupta,
IIM Raipur.









Date of birth

:     21.02.1966 
Sex


:     Male.
Marital status

:     Married.

Language known
:     English, Hindi, Assamese & Bengali
Hobbies


:     Traveling, Driving and listening music.

Present S
  
I declare that the above particulars are true to the best of my knowledge and belief. If any particular(s) is / are found to be false, I shall be liable to action as deem fit.
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Career Brief…





Knowledge Areas





Educational Qualifications








Professional Experience





CONCEPT SELLING














Customer Relationship Management (CRM)

















Planning and Implementations of Organizational Strategies




















General Training Attended





Personal details….





Present Salary : Rs. Sixty Thousand Only


Expected Salary : Seventy Five Thousand Only





Declaration





Job Responsibilities














Special Training Attended 








