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 Career Objective
A Challenging position in professionally well-managed healthcare organization where I can enhance my skills in conjunction with organizational goals and objectives.

Summary

Proven ability to organize a health care facility. Recognized for ability to work with very diverse clients and staff. Outstanding skills in assessing what is needed, recommending sensible solution and effectively motivating staff to implement them in a spirit of collaboration.

Professional Qualification

· MBA in Hospital & healthcare Administration from IMSR Mumbai.

· Post Graduate Program in Hospital Administration from YMCA, Delhi.
· Post Graduate Program in NGO Management from YMCA, Delhi.
· Bachelors of Occupational Therapy (BOT) from Guru Gobind Singh IP University, Delhi.
Work Experience

July 2014 Onwards:

Organization: Atulaya Healthcare, Fortis Hospital, Shalimar Bagh

Designation: Asst. Manager (Administration)
· Taking care of overall administrative functions of Radiology Department.

· Recruitment, Training and appraisal of staff

· Licensing & Maintenance of Equipment’s.
· Maintaining NABH standards in the department. 
· To handle grievance matters & fulfil patient satisfaction. 
· To maintain rosters of all staff.

· Daily Reporting 

· Taking care of FOS Data 

· Achieve heightened levels of customer service
· To ensure Reporting of investigations with in desired TAT
· Taking care of standard SOP’s
· Attain flawless level of services at all points of customer contact, and enable a superior quality experience for patients, through continuously training and refining all processes and staff
October 2012 Onwards:

Organization: Fortis Hospital, Shalimar Bagh

Designation: Coordinator- Medical Administration
      Job Responsibilities:

· Control of  General Administrative processes
· Manage and ensure coordination within medical & non medical services to deliver on service quality standards
· Ensure that standard SOP’s are in place for the efficient admission care and discharge of patients
· Daily clinical administrative rounds with Medical Superintendent & Nursing Superintendent
· To maintain liaison with Consultants, Resident Staff  and Nursing Staff
· To ensure timely & prompt Discharge of Patients
· To handle grievance matters & fulfil patient satisfaction 
· Training sessions for non - clinical & Support staff about NABH and recent developments. Achieve heightened levels of customer service
· Bed management
· Attain flawless level of services at all points of customer contact, and enable a superior quality experience for patients, through continuously training and refining all processes and staff
· Member of FOS (Fortis Operating System) & MOS (Medical Operating System), and various committees; preparing data and presenting the same.
May 2010 – September 2012
Organization: Jaipur Golden Hospital, Rohini, New Delhi.

Designation: Assistant Manager (Floors)
      Job Responsibilities:

· Effective bed management

· Manage day-to-day clinical administrative rounds, establishing priorities.

· To visit all patients daily and attend to their complaints promptly.

· To ensure that documentation in respect of Admission/Transfer/discharge are in order and updated.

· To ensure timely & prompt Discharge of Patients.

· To ensure accurate patient invoicing, billing, refunds etc.

· Resolve all problems associated with patient billing.

· To participate in-patient satisfaction survey on regular basis about the service provided by the Hospital during hospitalization at the time of Discharge.

· Coordinate with the Floor Secretary/ Nursing staff for arranging appointment for special investigation like B/S, CT scan, MRI, etc. and arrangements of intra/ extra transfer of patient to concerned diagnostic facility.

· To maintain liaison with Nursing Staff/ Consultants & Resident Staff

· To maintain liaison with dietician and ensure supply of diet as per requirements of patient’s illness.

· To liaise with Housekeeping Executive and ensure cleanliness of ward.

· To ensure timely reminder to cash patients about their credit and recovery of charges.
· To control the ward/ House keeping Staff and to ensure compliance of their duties.
· To coordinate with OT staff & ward staff for smooth flow of information for patients booked for operation.

· Coordinate with concerned consultants for ensuring adequate advance deposit from patients undergoing surgery at least 24hrs before operation.

· To coordinate with Panel Desk in r/o completion of TPA related formalities.
· Served as Duty Manager for evening duties and Sundays.
· Directly coordinate with the Administrative Head of the Department for early response time, Which is the essence of the New Health Care Model:- 
      Maintenance – C.M.E.
      Nursing- NS/ ANS 

      Housekeeping/ Manager 

      Diet- Chief Dietician 

      Administration- A.O

      Panel Desk- AMS 

      August 2008-July 2009

Organization: Delhi Institute of Rural Development (DIRD), affiliated to GGSIPU, Delhi

Designation: Demonstrator

Job Responsibilities:

· Looked after Clinicals & Academics in the institute. 
Skills

· Working knowledge of basic operating systems like Microsoft Office, Word, Excel, Internet and HIS.
· A go-getter with strong communication, coordination, analytical & networking abilities.
· Highly skilled in working with people from different backgrounds 
· Knowledge of anatomy, physiology, and medical & surgical terminology 
· Training, management and motivational skills  
· Outstanding communication skills both verbal and written
· Good record maintenance skills both on system as well as on paper  
· Overall knowledge of Administrative procedures: Bed Management, Patient Relationship Management, Billing, Admissions, TPA, Patient chart maintenance, Sales and Collections. 
· Knowledge of NABH standards.  
 

Projects & Assignments



· St. Stephen’s Hospital, Delhi

· Test of Emotional Intelligence in nurses working in hospital.

Areas of Interest

· Operations Management

· Quality Assurance
Language Known

· English
· Hindi

· Punjabi
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