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· OBJECTIVE: 
In quest of an opportunity to work with a growing organization, where I can enhance my management skills & grow as an individual along with the organization & prove to be an asset.

· PROFESSIONAL SYNOPSIS:

· A Qualified MBA in Health & Hospital Administration with 4 years of experience in Health Care, Operation management, process/policy & quality control & Customer Relationship Management
· Presently associated with Centre For Sight, New Delhi as a Senior Executive (Operations)
· An effective communicator with good decision-making, problem-solving and people management skills

· PROFESSIONAL EXPERIENCE:
Centre for Sight, New Delhi || Duration: November 2012 – Till Date 
    || Designation: Senior Executive-Operations

Primary Responsibilities:  

Process/Work Flow Management -

· Extensive experience in conceptualizing and implementing SOP's, process improvement, resource allocation & utilization in hospital operations

· Collating and analyzing performance data and charts against defined parameters - Preparing daily/weekly reports of quality indicators & circulating same to higher management.

· Analysis of Quality indicators & process mapping – Maintaining quality indicators, including data collection, analysis & taking required steps for its improvement 

· Quantitative Analysis of clinical work done by various departments & Hospital Infection Control Audits.
· Responsible for Maintaining Records, Audit checks, checking stocks and inventories, coordinating staff and doctors and patients

· Proficiency in Designing packages for various procedures and monitoring the departments taking rounds of hospital.
· Ensuring OT Scheduler is prepared on time & all surgery patients, treating surgeon and anesthetists are informed about the surgery timings.

· Ensuring proper follow-up of rescheduled/canceled surgeries – Preparing detailed surgery reports & circulating to higher authorities.

· Ensuring daily completion of IPD files & surgical safety checklist with all required documents as mentioned in MRD Checklist
· Documentation & Record Keeping - IPD Indicators, MRD Audit, Referred Cases

Resource/Team Management -
· Managing a team of Patient Counseling, Inpatient and Medical Records department of 12+ resources - responsible for defining the job responsibility for minimizing the overlapping of work, increasing the accountability, development of skill, optimizing the output.

· Supervising day to day operation, preparing duty roster of Optometrists, OPD Attendants, IPD Coordinators/resources and ensuring proper coverage of early and late shifts.

· Ensuring high motivation level of team, training requirement analysis, providing guidance & leadership to the team resources.

Rockland Hospital, New Delhi || Duration : February 2012 – November 2012 
                                                       || Designation: Executive – Operations/Customer Relations
Primary Responsibilities:  

· Handling administrative matters & managing the operations pertaining to patient admissions.

· Accountable for processing of cash & cashless hospitalization and Preauthorization requests 
· Participating in the complaints management process, resolving problems for patients/their relatives by actively dealing with problems as and when they occur.

· Scheduling diagnostic services and sending/receiving patients from respective departments.

· Scrutinizing working / performance of other functional groups; providing them assistance to improve their functioning & processes.

· Ensuring that patients get quality care by driving up standards of care and leading work to improve professional practice and patient services.

· Reviewing information provided to patients/relatives to ensure it is appropriate and meets their requirements.

· Monitoring the out/in patient processes to ensure an efficient, timely service that is clinically competent.

· Ensuring that all audits/reviews of the departments and their performance are undertaken and action is taken to address issues.
Fortis Escorts Heart Institute, New Delhi || Duration : March 2011 – January 2012

                                                                            || Designation: Public Relation Coordinator 

Primary Responsibilities:  

· Responsible for coordinating “PHYSICIAN ASSISTANT EDUCATION PROGRAMM”
· Designed & implemented  “DISCHARGE PROCESS” to reduce the patient waiting time & movement across various departments & increase customer satisfaction level

· A questionnaire base study on “OPERATING ROOM MANAGEMENT” among the surgeons, nurses, technical staff
· Responsible for Coordinating daily administration work 

· EDUCATIONAL QUALIFICATIONS:
· MBA (Hospital Admin) from Institute Of Management Studies Indore (MP) in 2011 with 81.7%
· BBA  (Hospital Admin) from Institute Of Management Studies Indore (MP) in 2009 with 70%
·  TRAININGS AND PROJECTS:

· Fortis Escorts Heart Institute (New Delhi) || Duration: June July 2010
Project & Responsibilities: “Critical Events Analysis on Operation Theatre”

· OT scheduling, Day to day operational activities, Internal process auditing 
· Analysis of FOS / TRM Data, OT Utilization & Operating Room Efficiency  
· Shri PC Sethi Hospital Indore || March-April 2009 || Approved By Chief Medical Officer, Indore
Project:  Evaluation of Operational Mechanism, Utilization & Perception of “Janani Suraksha Yojana” under National Rural Health Mission at different levels of Health care deliver system in Indore District. 
· Community Health Centre Manpur|| Jan–Feb 2009 || Approved By Chief Medical Officer, Indore
Project:  Study of Utilization of Untied Funds under National Rural Health Mission.

· Sterling Hospitals, Vadodara Gujarat  || Duration : May June 2008
Project: Management of Intensive care unit ICU (MICU, SICU,ICCU)
· COMPETENCY SKILLS:

· IT Skills: Proficient in Microsoft office - MS Word, MS Excel, MS PowerPoint
· PERSONAL PROFILE

· Martial Status        : Married 

· Date of birth          : 15th June 1988
· Passport Details     : Indian Passport No. L5897123
· Languages known  : English & Hindi     
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