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Carrier Objective: 

To pursue a professional career in an organization where  I can constantly grow within the company, acquire specific skills at each level and give my best efforts to work for overall stability and prosperity of the company.
Master/Professional Degree:
Course: M.H.A. [Masters in Hospital Administration]
Board/University: Bharati Vidyapeeth Deemed University, Pune
Passing Year: March, 2012
Work Experience:
Current – In Hospitals Health Services Pvt. Ltd., Ground Floor, Ajinkya Apartment, Near Trimurti Hospital, Sinhgad Road, Pune- 411041,Maharashtra, India

Designation- Operational/Admin Manager

Duration- September 6, 2013- till date
Previous – Mehndiratta Advance Orthopaedic Hospital, Ambala City Haryana

Designation - Quality Consultant & Assistant Operational Manager

Duration – 2nd April, 2011-28th August, 2013
Job Description: 
Recent Organisation :

· Was Responsible for performing all operations in handling of Patient Queries convert the enquiries into Business generation.
· Monitored Marketing & Sales reports of Business Department on regular basis, revise plans and marketing strategies to boost sales to benefit profitability of organization as well as meeting assigned targets.
· Developed promotion plan to tie up with Travel Agencies, hospitals, Ayurvedic centers to generate Business; identify and tap new sectors and agencies to develop business.
· Monitored and managed complete planning and execution of marketing activities from finer aspects of desktop to customer centered specific communications.
· Handled patient’s Payment Settlement procedures with an eye for detail in paper work, settlement formalities, and transactions and ensure customer satisfaction.
· Organized coordination with other hospitals and specialty departments to offer customer satisfaction.
· Direct follow up formalities to generate patient to patient referral thereby creating an opportunity for business development.
· Responsible for handling queries for nursing staff for various hospitals and converting into a business.
· Collected healthcare organizations data Nationally and Globally for the healthcare events as well as communicating with them regarding event and follow-up.

Previous Organisation :
· Planning for NABH Project [Audit, Gap Analysis, Root Cause Analysis ,Training classes{ Theory Classes (power point presentations)+Practical (Demo)&its Implementations},Observation,Monitoring,Controlling,Documentation(SOPs&Manual Preparation) and Reporting (Daily, Weekly & Monthly basis to the Superior)]
Work Responsibilities: 
· Drive continual improvements, overall Quality Culture & NABH regulatory standards.
· Develop & implement QA programs. Identify, gather, Analyze and maintain the quality indicators of all the departments in the hospital.
· Assessing and identifying existing status and gaps using NABH standards, Recommending corrective actions to fill these gaps.
· Maintain incidents and errors records, take corrective and preventive actions (CAPA).
· Ensure that Hospital Infection control practices are being followed.
· Producing documents required for NABH accreditation including departmental manuals, policies and procedures, and also standard operating procedures.
· Formation of various committees.
· Plan, conduct and review Internal Quality Audits in accordance with the laid down procedure and ensure completive actions against non-conformities raised during audits.
· Scheduling and conducting Management committee meeting regularly. Also conducting HIC and Audit Committee meetings as per the schedule.
· Provide resources, and provide training opportunities for hospital staff to facilitate completion of assigned tasks in a safe work environment consistent with requirements and capabilities.
· To implement compliance to quality checks at all levels.
· Training of all of the hospital staff to increase awareness of quality and accreditation standards.
· Training staff as per NABH Standards on Needle prick Injury, Blood spillage management, Bio-medical waste Management, Fire safety, interpersonal communication etc.
· Look after Some other Operational Activities eg. Monitoring House Keeping Activities, Handling & Decreasing Cube Problem, Acting as a floor Co-coordinator Or floor Manager.
· Responsible for database management of healthcare professionals.

· Use to take Participate in various meetings on a particular issue with M.D. of the Hospital.
Key Skills:
· Well aware of codes and conducts of office environment.
· Good at interpersonal skills.
· Good at communication i.e. - listening and expression skills.
· Good at writing skill i.e. - Drafting, letter or application writing skills.
· Good feedback monitoring ability to maintain quality work with service companies.
· Quality management capability to maintain office environment.
· Good interdepartmental skill.
· User friendly with computer application i.e. - Microsoft word, Excel etc. & Internet Surfing.
Educational Qualification /Academic Profile:
· BSc. M.L.T.[ BSc. in Medical Lab Technology ] from MANIPAL UNIVERSITY,KARNATAKA in 2008.
· XII (H.S.C.) from B.I.E.C. Patna in 2003.
· X (S.S.C.) from B.S.E.B. Patna in 2001.
Other Activities:-
Winter/Summer Training/ Project Training /Field Visits:
Summer Training - Gap analysis in quality assurance in a hospital (FEHI, New Delhi), 13th May2010 -11thJune2010.
Internship at UG Level:
Training in Clinical Pathology, Serology, Hematology, Histopathology, Microbiology & Biochemistry Departments/Sections- SRL Ranbaxy Lab, Fortis Hospital, Noida, 27th March2008 –

22nd Sep2008.
Seminars/Conferences Attended/Member of Professional Bodies: (at PG Level)

-International convention at Project Management Institute, Pune
-1ST National Conference (QUASAR) on Disaster Prevention & Management, BVDUCHMSR, Pune.
-“SYNERGY IN HEALTHCARE PAR EXCELLENCE” (HOSPICON-2012), By Sancheti Healthcare Academy at Dr. KH Sancheti Hall, IMA Building, Tilak Road, Pune.

Positions of Responsibility Held (Events/ Professional Bodies /Committees) :  (at PG Level)
-Actively participated in organizing Aarambh (Social Annual Event) and National Conference (QUASAR) on Disaster Prevention & Management during my Masters in Hospital Administration.

Interests and Hobbies:
-Reading Books, Learning New Things, Travelling, Playing, Cricket & Football.

Personal Profile/Details:

Date of Birth – 26.12.1986

Marital Status – Married

Nationality - Indian

Religion - Islam

Languages Known - English, Hindi, Urdu (Read, Write & Speak)  & basic Arabic. 

I declare that all the above furnished details are true to the best of my beliefs and knowledge.

