RESUME

Dr. Ruchika Yadav Bainsla
Contact No. : 9873371694
E-mail Id:  ruchika_yadav6565@yahoo.co.in
ruchika.bainsla@maxhealthcare.com

OBJECTIVE:

Seeking Managerial Level position in a reputed Healthcare Organization to employ my skills  and further enhance my knowledge of healthcare management as well as contribute to the Organization's growth.

EXPERIENCE: 

Currently Working as Office Manager for MD/CEO's Office at Max Healthcare  Corporate Office, Okhla (since January-2014).

· Organize office Operations & Procedures

· Record & maintain Minutes of Meetings.

· Chief contact person for the CEO/MD

· Facilitation of VVIPS in the Organization Healthcare Network

· Liaise with member units, outside organizations, agencies, people & groups.

· Involved in PR Campaign & Business Development Plans

· Supervise office Staff 

· Maintain office records as well as Office Supplies

· Manage any Project / Study given.

Worked as OT Program Manager/ Coordinator at Max Balaji Patparganj (July 2013 - January 2014).

· Scheduled OT Operations in coordination with Surgeons & OT Head.
· Implement & Ensure Quality Control in all OT Procedures
· Plan & Implement OT Duty Roster & Quality Flash
· Coordination between various staff present in OT :Surgeons, Anesthetists, Nurses, Technicians, Housekeeping & other support staff 
· Coordination with other departments in Hospital
· Maintain all OT related Documents and records
· Organized &  managed various OT related Conferences and Events
Completed Internship in Quality Department at Fortis Memorial Research Institute, Gurgaon (February - May 2013)

· Study on Haz-Mat Kits for the FMRI

Key Highlights: 

· Identified Hazardous Materials in all the areas of FMRI as per NABH & JCI.

· Collected MSDS :Coordinated with Vendors & Purchase Department.

· Identified various Hazmat Kit Materials as per hazardous material properties.

· Designed Floor Specific, Location Specific, Department Specific Haz-Mat Kits.

· Also responsible for Maintaining Quality Flash.

Eight Weeks Summer Internship in Administration Department at Fortis Escorts Hospital, Faridabad (May-June 2012).  

· A Study on Linen & Laundry Management

· A Study on External Processes Required for Hospital Licenses

· A Study in Food & Beverages Department

· An Analysis of Repeat Purchase Requisitions

Key Highlights: 

· Implementing the various changes in Laundry Department.

· Gap analysis for efficiency of Patient Food Delivery System.

· Streamlining the Purchase Requisitions System.

· Awarded a certificate for the completion of project. 

Weekly visit to Artemis Hospital, Gurgaon (November 2011- December 2012).

· Learning the Functioning of various Departments in Hospital

· Presentations on Observations and Suggestions.

Worked in a Private Dental Clinic Hope Dental Clinic, Faridabad (March 2009-April 2011).

· Treatment of patients in the clinic.

· Manage and supervise activities like coordination with Laboratory, Budgeting, Human Resource.

Completed Dentistry Internship from Institute of Dental Studies and Technologies, Meerut (February 2008-January 2009).

EDUCATIONAL QUALIFICATIONS:


-Masters in Hospital Administration from AMITY University, Haryana.

-Bachelor of Dental Studies from I.D.S.T.  Meerut 2008.
-Senior Secondary Examination from SOS Hermann Gmeiner School, 2003.

-Secondary Examination from SOS Hermann Gmeiner School, 2001.


PERSONAL SKILLS:

· Thorough knowledge of the Hospital Management Procedure and Protocols.
· Familiar with the Health and Safety Laws, and the Quality Standards for Medical Practices.
· Ability to coordinate, manage and direct the Technical and Professional Personnel.
· Strong ability to deal with the problems, identify the problems and implementation of the resolution.
· Possess excellent verbal and written communication skills.
· Knowledge of basic operating systems like Microsoft word, Excel, PowerPoint and the internet.
· Positive, flexible and ability to handle patients with care and concern.
· Goal oriented and ability to accomplish tasks within limited time.

PERSONAL DETAILS:                                                                                                                         

Date of Birth            :    04th February 1986
Sex                          :    Female
Marital Status          :    Married
Languages Known  :    Hindi, English, French, Spanish
Interests                  :    Reading, Writing, Organizing Events & Surprises.
     

ACHIEVEMENTS:

· Been part of many Organising & Coordinating Committees of Various Events at College & School level. 
· An Active & Founder member of Ami-Health Club approved by Amity University.
· Organised Blood Donation Camp, Positivism Conference, Social Awareness Projects at Amity University.
· Received Gold medal in National Story Writing Competition.
· Won many Certificates in Creative Writing & Debate at College & School level.
· First prize in many Science & General Knowledge Quiz competitions & Olympiads.
· Won many prizes for Dancing & Choreography at College & School level.
· Part of PACE services at School level.
· Part of School Parliament.
· Have done a certificate course in Basic CPR course.

· Have attended many Dental camps.

· Have attended one week Military Training camp.

· Member of Indian Dental Association and Active participant in Dental conferences.

· Attended PRADNYA Conference at IIHMR, Jaipur.

REFERENCES:

· Dr. Ajay Bakshi (ajaybakshi@gmail.com) : CEO Manipal Hospitals (ex MD/CEO Max Healthcare)

· Mr. Neeraj Mishra (Neeraj.mishra@maxhealthcare.com) : Unit Head Max Patparganj

· Dr. Arun Puri (arun.puri@maxhealthcare.com) : OT Head at Max Patparganj

· Dr. (Maj. Gen) Mahavir Singh (genmahavir@gmail.com) : Dean, Amity Medical School, Amity University, Haryana)

I hereby declare that foregoing is true to the best of my knowledge.

  

(DR. RUCHIKA YADAV) 

