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CAREER OBJECTIVES:

Young, dedicated & multilingual personality with a stellar academic background of Master Degree in Hospital Management seeking an opportunity to work in a clinical setting to cater the health needs of national & international patients. Accomplish Healthcare Administrator with 5 years of diverse experience in hospitals. Supervisory responsibility at the hospitals included personal training, management, program development, inventory control, budgeting & patient record-keeping. Flawless maintained equipments & supplies. Mentoring subordinates and multitasking to actively participate as a team member to achieve the target for organizational success. Excellent verbal & written communication skills 

EDUCATION QUALIFICATIONS:
· Master Degree in Hospital Management from Osmania University in 2010-2012 

· Bachelor Degree in Medical Laboratory Technology from Dr.NTR university in 2005-2009
CAREER ACHIEVEMENTS:
· ADMIN EXECUTIVE – OPERATION AND QUALITY, KRISHNA INSTITUTE OF MEDICAL SCIENCE,KIMS HOSPITAL HYDERABAD – JAN 2012 TO FEB 2015 
1. Coordinator  

· Executive OPD ,Casualty, ICU coordination/Management

· Assisting with admission as well as discharge of patients.

· Managing proper intake and outbound documents, patient condition according to the designated policies and procedures of facility. 

· Attend, liaison with the social leaders, important guests and delegates. 

· Regular check on patients to see that they are being properly taken care of the medical and other staff and that their needs are being well looked after.

· Scheduling the duties for the Executive OPD staffs and Doctors Secretaries.

· Member of the Incidence Committee and facility management team.

2. Patient Relations Officer  
· Allotting the surgery packages as per the risk category 
· Daily In-Patient ward rounds and facility management inspection 

· Supervising all the coordinators and reporting directly to the General Manager
· Preparation and analysis of various OP and IP related statistics 

· Customer feedback analysis and implementing the corrections/recommendations.

·  To meet with staff members to interpret changes in operational procedures

3. Manager On Duty (MOD)

· Responsible for the smooth functioning of the entire hospital during Public holidays and nights. 

· To prepare duty rooster for all coordinators.

        4. Quality
· Coordinating for NABH Awareness trainings.
· Designing SOPs and process flow for clinical and non clinical departments of the hospital
· Data collection and Analysis of data for Quality Indicator as per the NABH standards.
· WAS APPOINTED AS LABORATORY ADMINISTRATOR IN A LEADING CORPORATE HOSPITAL IN HYDERABAD. CARE HOSPITALS-AUG 2011 TO SEPT 2012
· VOLUNTEERED AT CARE HOSPITALS AS AN OBSERVER IN THE DEPARTMENT OF LABORATORY MEDICINE, HYDERABAD.
JOB RESPONSIBILITIES :
· Monitoring all floor operations and delivering detailed written reports. 
· Consistently achieved weekly and monthly targets of admission and discharges. 
· Maintain all equipment’s and supplies.
· Educate the patient about the hospital, room, doctor, billing and addressing concerns related to their luxuries. 
· Manage patient care from admission to discharge.
· Serve as a vital link between patient, doctor, nursing staff and other concerned staff. 
· Addressing patient queries aggressively and resolved grievances on priority basis. 
· Keeping the consultants up to date on patient statistics. 
· Shifting the patient to required Intensive Units as per requirement. 
· Supervised administrative services for the hospital’s public health care program. 

· Handled hospitalization for indigents and low-income patients. 

· Resolved administration conflicts and issues. 

· Coordinated in providing support services for the hospital. 

· Supervised ward secretaries, administration staff and other personnel. 

· Provided training to the juniors and orient them with hospital rules and regulations. 

· Coordinated with the suppliers and doctors and ensured that a good relationship is maintained. 
DISSERTATION:
· Research Proposal on Competency Mapping. 
PARTICIPATIONS AND SEMINARS:
· Participated as Delegate in International congress on “Emergency Medical Service Systems” at All India Institute of Medical Sciences, New Delhi India. Held in Feb 2012.

· Participated as Delegate in The National Seminar “Managing Hospitals: The Road Ahead” at Deccan School of Management February 2011. 

· Participated as Student in HOSPIARCH 2012, a 2 day Conference on HOSPITAL PLANING DESIGN AND ARCHITECTURE, April 2012.
AREA OF INTEREST:
· Insurance
· Human Resource
· Total Quality Management
· Hospital Operations Management
MINI PROJECTS:
· Project on Hospital Indices in Princess ESRA Hospital.

· Project on Biomedical and Equipment maintenance in OWAISI Hospital & Research Center.
TECHNICAL AND PROFESSIONAL SKILLS:
· Experienced in handling the complex medical applications, and advanced medical equipment 

· Knowledge of Sampling and testing

· In-depth knowledge regarding various medical, and associated health care terminologies

· Expert in making and handling the strategic plans and programs, etc.

· Complete understanding regarding necessary medical rules and associated regulations.
· Qualified and skilled in handling different kinds of Microsoft packages like MS-Access, MS-Excel, and other MS-Office software packages

· Expert to work efficiently on varied platforms like Windows XP, Windows Vista.

STRENGTHS:

· Capable of making quick decisions, and skilled in solving administrative problems

· Sufficient knowledge and understanding regarding the hospital management and administration

· Strong experience in supervising management teams 

· Office administration, bookkeeping and scheduling skills 

· Hard working and Sincere.

PERSONAL DETAILS:  
Date of Birth              :   23.08.1985
Sex                           :   Male

Marital Status             :   Unmarried 

Nationality                 :   Indian 

Religion                     :   Muslim 

Languages Known       :   English, Urdu,Arabic,and Telugu

Interest & Hobbies      :   Sports, Music, Studying Psychology

Visa Status 
              :   Visit Visa
LOOKING FOR THE FOLLOWING POSITIONS:

1. Patient Relation Officer

2. Quality Executive

3. HR Executive 

4. Patient care executive 

5. Any other positions  according to my education and experience 

DECLARATION:
I hereby declare that the above information and particulars are true and correct to

the best of my knowledge and belief.

Place :  UAE




                  Yours Sincerely
Date :
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