Komal Lakhwan
161, Hari Nagar Ashram, New Delhi
: Cell No.-+9199118 63568 

: 29komal@gmail.com
I am Graduate, Pursuing MBA, currently working with above 6 years of Core experience in the field of hospital industry. I am presenting my Curriculum Vitae in order to work and associate with an esteemed organization, being involved in strategy planning, working in competitive and challenging environment, in the field of administration. 

Work Experience: 

· Currently working as an Office Coordinator at Apollo Centre for Fetal Medicine, Indraprastha Apollo Hospital, and Sarita Vihar from October 2014 to till date.

· Worked as a Senior Executive (Patient services) at Apollo Centre for Fetal Medicine, Indraprastha Apollo Hospital, and Sarita Vihar from 17 August 2009 to 2nd October 2014.   
· Worked as an Instructor + Receptionist in VIIT Institute from Aug- 2008 to Aug-2009 Hari Nagar Ashram New Delhi-110014.

 Current Job Profile: 

· Responsible for complete in & out of departmental’s administrational activities as an overall in charge of the Fetal medicine unit department. 

· Handling the staff for ensuring smooth functioning. 

· Excellent in handling patients face to face and resolve their queries & grievances via emails and phone calls. 

· Excellent knowledge of ASTRAIA software of Fetal Medicine.
· Track and collect feedback from the patient and take appropriate actions. 

· Interaction with various other departments like Finance, Labs, Marketing, Materials and Medical Superintendent Office.
· Excellent knowledge of ultrasound machines and Machine backup system.

· Preparation of financial documents& Handling all the accounts. 

· Handle all external and internal communication like exchanging emails with patients, inter departmental correspondence. 

· Manage patient’s documentation and computer-based information. 

· Prepare MIS for complete overview of business. 

· Make presentation for CME’s seminars and conferences. 

· Handle all the travel arrangements. 

Key Skills and Competencies:
Administration:
· Ability to shift direction in response to changing work situations. 

· Can handle confidential and sensitive information with discretion. 

· Excellent project and time management skills. 

· Maintaining accurate administrative records, reacting to problems quickly. 

Personal:
· Keen to help out where assistance is required. Able to work to tight deadlines. 

· Excellent communication skills with jubilant nature.
· Excellent administrative skills coupled with a strong management of big office.
Educational Qualification:

· Pursuing MBA from Symbiosis University.

· Graduation:   Graduated from Delhi University in 2013.   

· Intermediate: Passed 12th from CBSE board in 2009

· Matriculation: Passed 10th from CBSE board in 2007

Professional Qualification: 

· Advance Diploma in Computer Application (ADCA) one ½ year from VIIT institute.

· Computer certification in MS-Office (3 Months) with excellent working knowledge of Microsoft word, Excel and PowerPoint. 

Personality Traits:
· Persuasive & Team leader

· Warm, friendly and engaging personality

· Outstanding loyalty and commitment to the organization working for

· Ability to work hard and smart
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