Apply for the post of: - Asst. Admin Manager
RESUME

BHOOPENDRA SINGH

T-79, Vishnu Garden

Near Radha-Krishan Temple

New Delhi-110018

Contact No -9717497064

E-mail- bhoopi.singh1@gmail.com
​​​​​​---------------------------------------------------------------------------------------------------------------------------
 CAREER OBECTIVE:-
A passion to interact in challenging environment & pursue a rewarding career in medical and hospitality industry where my potential is matched with growth and strength of organization & I want to become a successful professional by utilizing my abilities combined with my sincerity, honesty and hard work.
DUTIES AND RESPONSIBILITIES:-
· Initiate the recovery of overpaid IPD Patient’s bills and to monitor progress of recovery & about patient condition and payment option.

· Preparing report on daily cash collection and patient with overdue bills & ensure timely submission of deposited cash/cheque/drafts/credits slip to Finance & accurately corporate billing and discount information with customers & achieve high levels of customer satisfaction at each interaction.
· Liaise directly with departments nursing & doctors, front desk (Billing) & Panel cell for services & Payment status.

· Having detailed with understanding of the Hospital’s working system and Management system. .
· To effectively utilize Hospital information system, EPABX system, and other software provided.
· Effective communication and presentation skills with ability to communicate with patient Attendants & all internal staff.
· I have complete orientation of QMS and EMS system of hospital & complete Awareness about Disaster Management Programme (DMP) of the hospital.
· Ability to interview patient attendant and explain information clearly with patient safety policy,
· Good organizational skill with the ability to initiate the recovery of payment and monitor the progress.

· Handling Billing & cash Software IT Literate.
SKILLS:-
(
Patient care coordinator, customer care coordinator, relationship executive,  
Recovery executive, customer care executive, front office executive, billing 
executive, customer support & care officer, tell call,
WORK EXPERIENCE:-

Employer

: Maharaja Agrasen Hospital, Punjabi Bagh, New Delhi.

Job Title

: Recovery Executive

Report to

: Manager (fiancé & Accounts) & Hospital Management
Period

:  7th april-2008 to Till Date.

Employer

: Park Hospital, Outer Ring Road New Delhi-18.
Job Title

: Front Desk Executive

Report to

: Chairman & Hospital Management

Period

: 1st Feb-2006 to 02nd April-2008.
Employer

: SONA HOSPITAL Darya Ganj Delhi-94

Job Title

: Front Office Assistant

Report to

: Manager Reception

Period to

: 1st March-2002 to 10th March 2006.

EDUCATION QUALIFICATION:- 
MBA in Hospital Administration & HR from EIILM University
Graduation (B A) from Agra University, Agra..
Intermediate from Utter Pradesh Board Allahabad.
High School from Utter Pradesh Board Allahabad.
.
PROFESSIONAL QUALIFICATION:-
Computer Application from C.C.T, Darya Ganj, Delhi

STRENGTH
Hardworking & Polite, Positive approach towards life, Cooperative. 


PERSONAL DETAILS:-

Father’s Name

: Shri- Birendra singh 

Date of Birth

: 18th February, 1981

Language Known

: English, Hindi 

Marital status

: Married
Nationality


: Indian
Religion


: Hindu
Hobbies


: Reading Books & News Paper, Listening to music.
DECLARATION:-
I hereby declare that the information furnished above is true to the best of my knowledge and belief.
Place: 
Date:




















(Bhoopendra singh)
