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PROFESSIONAL EXPERIENCE                                            
1. Done 3 days course of Certified Internal Auditor conducted by AHPI. 

2. Indian Spinal Injuries Center Hospital, New Delhi

Working as Admin Officer/Duty Administrator From 5 -Oct - 2011 till 2-Dec - 2014
Some Job Responsibilities are:

· Coordinate operations and personnel activities to meet Departmental, Hospital and Health System objectives related to the provision of services within designated areas.

· Maintain interface with departmental personnel to ensure there is adequate space and facilities for patient care and coordination of facilities. 

· Oversee patient care flow while redirecting and allocating resources. 

· Determine necessary space, equipment, supplies and support systems to ensure effective functioning of unit/department. 

· Investigate patient / visitor concerns and implement appropriate courses of action. 

· Take corrective action in situations requiring immediate intervention, including interpretation and administration of hospital policy and work rules. 

· Intervene and solve problems concerning inter/intra departmental issues.

· Facilitate interdepartmental communication, negotiation and decision-making. 

· Obtain adequate facts and evaluate data to identify and intervene in actual and/or potential safety and risk management issues. 

· Communicate pertinent information (verbal and/or electronic) in a timely manner to department leadership. 

· Document pertinent information, actions and decisions and communicates to appropriate leadership. 

· Communicate issues identified by front line staff to appropriate administrative team related to new administrative or departmental initiatives.

· Administering, Coordinating, and Directing general operations of the hospital.

· Managing liaisons with staff as well as Patients.

· Demonstrate judgment and self-sufficiency in effective problem solving while serving as administrative and operational resource for the hospital.

· Maintain visibility with hospital staff through rounds.

· Handling of MLC cases and Brought Dead Cases.

· Medical Audit of Patient Records. 

· Internal Auditing / Departmental Auditing of the hospital

2. Octavo Solutions Pvt. Ltd.  (Health Care Consultancy) 

Worked As Jr. Consultant on NABH Program of Hospital From 26 - July 2010 to 26 - July 2011 

Project Undertaken:  

1- Hindu Rao Hospital New Delhi

· Prepare Gap Analysis Report of Hindu Rao Hospital
2- Civil Hospital, Amritsar (Punjab)

· Prepare Gap Analysis Report of the Civil Hospital Amritsar

· Develop the Hospital wide Policies

· Departmental Auditing.

· Conduct the Training of Hospital staff.

· Work on Quality Indicators

· Committees Formation 
EDUCATION                                                                       

· MBA in Hospital Operations Management from Institute of Clinical Research India, New Delhi. (2010)

· B.Sc. Industrial Microbiology from C.C.S University, Meerut (2007) 

PROJECT                                                              

Name of Topics:      Medical Record Department, Discharge Process of Patient,

                    Hospital Statistic Report

Organization Name:  Rockland Hospital, New Delhi                  

Duration:           45 Days

ADDITIONAL SKILLS                                                   

· Basic Knowledge of Computer

· MS Office skills 

PERSONAL DETAILS                                                   

Father’s Name 

:
Dr. Bharat Veer Singh

Date of Birth 


:
30th Aug 1987                                                          Marital Status


:
Married 






Nationality 


:
Indian 






Languages Known 
:
Hindi & English

Permanent Address
:
Maan Sarover Colony, Canal Road






           Baraut, Distt. Baghpat (U.P) 250611

DECLARATION                                                      

I do hereby declare that the particulars of information and facts stated herein above are true, correct and complete to the best of my knowledge and belief.

PLACE: New Delhi 






        (ANANT KUMAR)

