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Objective

To work in the organization in congruence with the organization objectives to achieve professional excellence
Work  Experience
Career Summary – (from January 2008 – to till date)
From 2014 Sept - till date working as a Deputy  Manager - Administration, with CARE Hospitals Nagpur, NABH Accredited Hospital and are responsible for :
Re-Engineering of Discharge Process & Pathology department                                            

· Planning, organizing and coordinating of discharge process.

·  Implementation of levers and Daily and Planned discharge Monitoring template.

· Leading discharge process tracking on daily basis.

· Analyzing the data and reporting performance to the CHA and corporate office.
· To interact with patient, answering queries, attending to complain/grievances and taking corrective action
· Reduced turnaround time of  discharged patients from 5hrs to 1hrs 30min

· Co-ordinate in re - installed of new software PCS in pathology lab that reduced turnaround time of OPD and IPD lab reports.
· Developed and implement policies and procedures in histopathology that reduced turnaround time of Histopath reports from 8days to 3.5 days.
· Done internal audit on weekly basis so that standard have to be maintained.
       Quality
· Working as a Team Leader in implementation of NABH Quality standards at CARE Hospital Nagpur and other units.
· Responsible for Implementation of NABH standards in respective departments.
· Updating of manuals, SOPs, forms and formats.
· Providing NABH training to the staff.

· Preparation and submission of gaps reports.

· Monitoring and evaluating quality indicators

· Conduct internal audits to ensure compliances on data and process.
Manager on Duty (MOD):-

Work as a Manager on duty in public holiday/Sunday
From 2011 Aug - 2014 Aug worked as an Assistant Manager – Administration at CARE Hospital, Nagpur assigned additional responsibilities and authority of the following departments
      CSSD, DIALYSIS, DATA ENTRY OPERATOR, IPD AND ENDOSCOPY: -               
· Overall in- charge of  the departments

· To coordinate, monitored and managed daily operation of the departments 

· Implement policies- and procedure, allocate tasks and supervise staff for the smooth functioning of the departments.

· Assigned duties and responsibilities to staff.
· To monitor performance and attend to staff/patients grievances.
      Quality
Worked as a Team Leader in NABH Re- Accreditation at CARE Hospital Nagpur

Since January 2008 – 2011 worked as an Assistant administrative officer - Administration cum HOD of Medical Record Department at CARE Hospital, Nagpur and was responsible for:   
     Medical Records Department:-
· Developed and implement well organized and streamlined MRD  

· Monitored and supervised the daily activities of MRD.

· Management of court cases relating to medical records.

· Complying with statutory compliance.

· Develop and implement Electronic Medical Records

· Maintain zero error in MLC documentation and statutory compliance.

· Implementation of ICD – 10 coding

· To check the submission of Birth, Death, PNDT, MPT and Notifiable diseases reports to local government authority in a month.

· Participate in quality improvement activities including Audits, development and implementation of protocols, NABH accreditation requirements etc.

· Monitored and appraisal of staff performance.

From 2009 – 2011 July assigned additional responsibilities and was responsible for:
Pathology:-                                                                                                                       
· Monitored and Supervised day to day activities of  pathology

· Proper utilization /handling /maintenance of the machines.
· Proper usage of reagent (Record no. of repeat test ,reagent left over)

· Quantity of repetitive test in a day and analyzing the problem/cause behind it.

· Observe report issue to the patient on time.

· Delay and incorrect result to be analyze

· Time consumption taken for urgent report.

· Handling and resolving issues within in the department. 
· Develop and implement of changes in manual, forms and format as per hospital SOP and protocols.
      Quality: -
Worked as a Team Leader in implementation of NABH quality standards at CARE Hospital Nagpur
Academic credential
MBA (Hospital Administration) from Institute of Management Studies, 

Devi Ahilya Vishwavidyalaya, Indore, M.P                          MAY 2008
Result: 70%
SPECIALIZATION

MAJOR – Human Resource Management

MINOR  -  Operation Management 

BBA( Hospital Administration)   
                                      MAY 2006
BHA (from Institute of Management Studies, 

Devi Ahilya Vishwavidyalaya, Indore, M.P.)
Result: 70 %

	Academic research Project experience /summer training underwent


During Post Graduation:

An Audit to assess the compliance of the process of the Medical Records Department with the Standards of NABH and the policies of the Hospital at Devi Ahilya hospital, Indore ,MP
During Graduation : 
· Time Office and Leave Management from June 2007 to July 2007 at Care Hospital, Hyderabad
(One month) 
· Human Resource Accounting from June 2006 to July 2006 at Batra Hospital & Research Centre, Delhi (one month)
· Major Research Project on Patient Satisfaction Survey at Gokuldas Hospital, Indore in the month of April 2006(one month)
Computer proficiency
· MS- Word, MS-PowerPoint, MS-Excel

· Internet Efficiency

	Conference and seminar attended



· Participated in Q-CARE “ A ROAMAP FOR QUALITY& PATIENT SAFETY” held on 29th& 30th NOV 2013 at Care Hospital, Nagpur

· Participated in Leadership training program held on 23rd July 2010 at Care Hospital, Nagpur

· Participated in Managerial Training Capsule held on 14th to 15th09 at Care Hospital, Nagpur

· Attended a seminar organized by IMS college on topic Equipment planning, Medico-Legal cases and Patient and Staff Relationship.

· Delegate in National Conference on Hospital Administration ‘Prabandhanam 2004’  at Institute of Management Studies, Devi Ahilya Vishwavidyalaya, Indore, M.P.

	Achievements


· Worked as a leader for Achievement of NABH accreditation at Care Hospital Nagpur 

· Appreciation card for Reducing turnaround time of discharge patient from 5hrs to 1hrs 30min.

· Provided training of NABH and ICD- 10 coding   at Care Hospital, Raipur and Nagpur

· Delivered lectures to the student of IGNOU

	Key skill


· Dedication
· Leadership

· Improvement oriented

· Result oriented

· Multitasking

· Flexible and quick learner

· Optimistic
· Decision making and problem solving skill
	Personal Details
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