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Career Objective:
Looking for position as a SENIOR Hospital Manager/Administrator/Floor Coordinator to put all my managing and leading skills for the smooth functioning of the hospital
Brief Overview

· Around 3.0 years of working experience as Floor Coordinator in Bellevue Clinic ( 16th Dec 2011 to 21st June 2014  )
· As an Floor Coordinator, I performed all duties to ensure smooth running of the hospital
· Having working experience in various departments : Intensive Therapy Unit (ITU), Physiotherapy Department,  Accounts Department (Central Government Health Shem  Bill Settlement),  Physical Audit on fixed asset,  E.C.G department,  Echo Cardiography Department,  HR Department,  Operation  Theater  (OT posting,  OT Billing, coordinate all O.T function), Health Checkup, Admission Department,  Front Office (Patient Handling), Endoscopy Department
· Always worked devotedly to promote the motivation of other employees

· Took part in HR activities and prepared duties schedule

· Oversaw the performance of the staff members and conducted performance appraisals

· Always praised for my quick decision making skills as well as problem solving skills

· Communicated very politely with the staff and maintained pleasing relations with the doctors & patients
Education and Qualifications:
	Course
	University/Board
	Year
	Percentage

	MBA 
	S.M.U.
	2015
	65% 

	B.H.M. (Bachelor in Hospital Management)
	W.B.U.T.
	2012
	7.76 DGPA

	12th Standard
	W.B.C.H.S.E. Board
	2009
	65%

	10th Standard
	W.B.B.S.E. Board
	2007
	61 %


Technical Skills:
	IT Skills
	MS-Word, MS Excel, MS Power Point, MS Outlook

	Hospital Management Tools
	HRIS (Human Resource Information System), Shivam HMS (Hospital Management System) (Billing, OT Posting, Admission, Discharge, Online Submission, Track Record of Employee details, Medico Legal Cases),
Bill (Medical) Clearing for Central Govt. Health Scheme


Organizational Experience:
	Designation : Floor Coordinator
Location       : 9,Loudon Street Kolkata-700017

Hospital        :  Bellevue Clinic
	16 Jan 2012 -- 21 Jun 2014

	DESCRIPTION: Experienced in working in all the departments as Floor Coordinator. 
Departments:
· Intensive Therapy Unit (ITU): Maintained treatment book, billing, Medi Claim & diet chat of the IPD Patient. Maintained diagnostic report in chronological order. Providing discharge Certificate to patient.

· Physiotherapy Department/ E.C.G department/ Echo Cardiography Department/ Endoscopy Department.: Provided appointment, consultation, report collection timing & information of tests to patients. Prepared IPD/OPD billing of tests of patients separately.
· Accounts Department (Central Government Health Scheme Bill Settlement): Maintained & Verified CGHS(Central Government Health Scheme) Document validity of CGHS patients .Online submission of the document & tracking of the claim ID for the payments. Maintained the hard copy and soft copy of the payment   report in chronological order for future reference. Analyzed & justified the previous year budget and current year budget for organization benefit.
· Physical Audit on fixed asset: Prepared & checked all physical equipment list for auditing. Tracked all the Equipment by its serial number& date. Prepared discarded list of the items. Checked all expiry date of the medicines. Prepared final report of the organization for future reference.
· HR Department: Interviewed candidates along various rounds of interviews: formal interview, informal interview, Stress interview, pattern Interview, Group interview and Board and panel interview. Recruitment & selection of the candidate as per organization vacancy. Arranged seminars/classes for training, developing & educating Nurses, Doctors & all non-paramedical staff in every week of a month. Analyzed performance appraisal tool and provided promotion, transfer as per their result. Handled all the legal problem of the labor union. Providing Experience letter, permanent employment letter, contract paper, up gradation letter to the employee & exit interview to the resigning candidate. Maintained all files of the employee in Chronological order in soft or hard copy for future reference.
· Operation Theater: Provided appointment to Patient for OT booking and Delivery labor room booking over phone or face to face & informed to the doctor and admission department about their OT booking. Collected information from the lab for patient diagnosis report, Serology, HIV positive, HCV positive and Hepatitis Positive Report. Provided the precautionary instructions from the positive cases. Provided information of the health condition of the patients after operation to the patient’s relatives. Identified packages of the OT cost, Insurance, West Bengal health schemes & CGHS patient’s and prepared separate bill.
· Health Checkup, Admission Department:  Provided appointment & information about Health check-up packages, instruction of the test preparation, reporting timing and report collection timing to patients.
· Matron Office (Admission Department): Provided the information about room charges, availability of rooms, emergency services & rules and regulation of the hospital. Provided admission, transfer, discharge certificate, Birth certificate and death certificate to the patient. Provided & issued visiting pass, Chair pass, and 24 hours card to the patient party.
· Front Office: Provided the patient’s details: room number, treatment cost, preparation of test, Direction of the department, Consultation information by online & off line. Issued blood bank pass to the patient’s relatives. Prepared doctor’s list on monthly basis .Handled all the situations for the patient’s by giving him proper solution. Used Blue code alert for alerting CPR to the doctors. 

	Academic Projects

	Project    : Hospital Overview
Location : 9,Loudon Street Kolkata-700017

Hospital :  Bellevue Clinic
	1 July 2010 – 7 July 2010

	DESCRIPTION: Overview & Understanding of all the hospital’s departments, departmental locations, facilities and Work. Learning the procedure of preparing Medi claim, billing & maintaining register of patients.  Process of provided the quality care treatment to find out the level of Patient satisfaction. Preparing collection report from the OPD.

	Project :  Marketing in Hospital

Location : 11, Shakespeare Sarani,Kolkata-700071
Hospital : Nightingale Hospital
	13 Jun 2011 – 12 July 2011

	DESCRIPTION:   Understanding & developing marketing research of the Hospital. To gather and analysis fault of this hospital in providing quality service. Preparing the Report of total number of patients Admission and Discharge Ratio of the particular Year. Analysis Return On Investment (ROI) tool for marketing Research. 

	Project :  Major Project in ITU & Echocardiography Department

Location : 9,Loudon Street Kolkata-700017

Hospital :  Bellevue Clinic
	16 Dec 2011 – 15 Jan 2012

	DESCRIPTION: Maintained Billing of IPD & OPD patients & Identify the insurance, health Check- up, CGHS (Central Government Health Scheme) patient for separate billing. Maintained diet chart of the patients. Provided appointment to Patient for consultation, cardiac treatment. Prepared tests & advised them about the treatment package of the therapy. Maintained chronological order of the patient’s treatment book & all diagnostic reports. Provided quality care to the patients &Handling the patient’s problem and solution with care. Prepared diagnosis report of patients from doctor’s notes. Provided information to patient about collection timing of the report. Provided discharge Certificate to patient and consulted with their medicine.


Extra-Curricular Activities
1. Participated in Safe Injection Awareness Campaign
2. Participated in Safety Precaution Awareness Program

3. Participated in Debates & Quiz about Hospital and Nursing home organized in College

Personal Information:
	Languages Known
	: English, Hindi and Bangla

	Date of Birth
	: 12-April-1991

	Sex
	: Female

	Visa
	: Dependent Visa ( Husband)

	Marital Status
	: Married

	Hobbies
	: Cooking, Listening Music

	
	


Declaration:
I hereby declare that the information provided by me is correct to the best of my knowledge.
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