CURRICULUM VITAE
MANSI SARAN
Email Id: saranmansi89@gmail.com                           Contact No.: 8826032277
 ____________________________________________________________________                          

OBJECTIVE:-
A rewarding and commanding position in a dynamic and professionally managed organization, where I can have an opportunity to explore with new challenges and prove myself as an efficient employee and can also get the satisfaction by doing the job.

BRIEF OVERVIEW:-
- Have done PGDM from “Bhavan’s Usha and Lakshmi Mittal Institute of     Management”, New Delhi.

- Have done BBA from “Graphic Era University” Dehradun.
- Have done Summer Internships at “Indian Oil Corporation Ltd”.

- Have done Rural Training at “GMR Foundations”.

ACADEMIC QUALIFICATION:-
	Degree
	Specialization
	School/ College
	Board/ University
	Year of 

passing
	Percentage

	BBA
	Finance
	Graphic Era

University
	Graphic Era

University
	2011
	73%

	12th Std
	Commerce
	Holy Angels

Convent School
	CBSE
	2008
	63%

	10th Std
	General
	Holy Angels

Convent School
	CBSE
	2006
	66.66%


PROFESSIONAL QUALIFICATION:-
Post Graduate Diploma in Management (Marketing & Finance) from Bhavan’s Usha and Lakshmi Mittal Institute of Management., New Delhi. 
PROJECTS UNDERATKEN:-
	Name of the 

Company
	Nature of 

Training
	Topic
	Learnings
	Duration

	Indian Oil 

Corporation Ltd
	Summer Internship
	Industrial Relations
	Dealing with employees and their conflicts
	April-June, 2012

(8 weeks)

	GMR Foundations
	Rural Training
	Personality Development Program
	Team work
	2 weeks


CURRENT EMPLOYMENT:-

Currently working as a Business Analyst in Fortis Hospital, Vasant Kunj from Nov,2013 – till date.

Key Responsibilities:
· Maintaining all dashbaording work at unit level as well as corporate level.
· Maintaining all MIS of the business on how business gets derived.

· Ensuring timely realization of AVIP payout on the basis of revenue generated.
· Looking after the Internal Audit of the hospital.
· Maintaining all the checklists required to be maintaining on weekly basis, Fortnightly basis and monthly basis as per the Company’s SOP.
· Keeping a track of all the audit points and ensuring timely closure as per the specified timelines.
· Physical verification of all the bills generation process i.e. cancelled bills, discounted bills, and refund bills.
Additional responsibilities: 

· Ensuring timely and effective settlement of payments in the HIS software (Hospital Information System) and ORACLE.
· Ensuring proper settlement of the payments in HIS being released by TPA, PSU and Corporates and maintaining deduction tracker.
· Maintaining Hospital Compliance reports on quarterly basis.
EARLIER EMPLOYMENT:-

Worked as a Service Coordinator in Fortis Hospital, Vasant Kunj from May, 2013 – Nov, 2013.
Key Responsibilities:
· Maintaining business report on daily basis, weekly basis, monthly basis and yearly basis.

· Maintaining Management Information System of all Renkare (an enterprise of Fortis) in India.

· Maintaining all the minutes of meeting.

· Taking care of web marketing on official website of Fortis.

· Taking care of all Administrative work in Regional Director and Facility Director’s Office.

EARLIER EMPLOYMET:-

Worked as a GRO (Guest Relation Officer) in Renkare, Punjabi Bagh (An enterprise of Fortis) from December, 2012 – April, 2013.
Key Responsibilities:
· Maintaining relationship with customers (patients) by taking their feedbacks, handling their queries and providing them full satisfaction.

· Taking care of all administrative work.

· Maintaining proper Inventory Management System
· Customer dealing over the phones.

· Generation of bills 

· Cash Management
· Maintaining reports on daily basis, monthly basis and quarterly basis.
COMPUTER PROFICIENCY:-
MS-Office and Internet Surfing.   
CO-CURRICULAR ACTIVITIES:-
· Participated in Annual Sports Day in 9th standard.
· Worked in a School play for Gandhi Jayanti in 10th standard.
· Worked as an organizing team for Farewell Party in 11th standard.
· Worked as an Organizing Team in Management Fest during Graduation. 
· Participated in University level Dance Competition during Graduation. 
· Worked for a Nukkad Natak play in Management Fest during graduation.

HOBBIES:-
Interacting with people

Eating different cuisines

PERSONAL DETAILS:-
Father’s Name:                    Mr. Rajesh Saran   

Date of Birth:                      14th Dec, 1989
Correspondance Address:  YWCA of India, Ashoka Road, Jai Singh Marg,                                         
                                            New Delhi (110001)
Gender:                               Female

Marital Status:                     Single

Date: 
Place:                                                                                    Signature:
