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SYNOPSIS
A highly motivated individual, possessing years of experience in hospital administration/patient Assistant with strong interpersonal skills, proven records of facilitating support services and managing fast pace organizational operations. Advance understanding of client’s needs with diligent attention to detail resulting in high level of client satisfaction. Seeking a position in administration to utilize my skills and abilities in a progressive organization.
SKILLS
	Professional (Assistant Admin Officer/Patient Assistant)

	Personal
· Good Management and supervisory skills
· Good communication skills
· Excellent in handling, controlling of documents/registration and admission of patients
· Quick decision making and problem solving skills 
· Multiple skills and attributes 
· Bi lingual with Fluent English and Hindi
· Can read and write Arabic
· Ability to handle pressure 
· Highly trust worthy, with good personal record

	· Assistant Admin Officer/Patient Assistant -Baqai Oncology 
· Over 15 years of experience in hospital administration and management along with clinic experience of oncology as well 
· knowledge of operating medical equipments and vast knowledge of medicines
· Assistant administrative officer- Dada Bhoy Cement
· Masters of Arts from University of Karachi

	


PROFESSIONAL EXPERIENCE[image: image1.png]



	ASSISTANT ADMIN OFFICER/PATIENT ASSISTANT
(BAQAI ONCOLOGY, Karachi Pakistan)
	(Sept 1998 – JULY 2015)



Baqai Institute of Oncology has been functional since 1994. This hospital is devoted and committed to the cancer treatment and research. It is specially designed as a clinical training and specialization center for medical students.
Working as an Assistant Admin Officer/Patient Assistant, my duties included as follows;
· Oversee and maintain daily administrative operations to enhance and support a cohesive and efficient work environment
· Maintained front office operations for alignment with institute objectives for enhanced services
· Sort and managing all out going mails and register them

· Dispatching mails to different departments through couriers or by hand and drivers
· Receives and acknowledge the invoices, bills and other bank documents by clients signature
· Acting as a point of contact for patients, handling high volume phone system and scheduling appointments, registration and admission of new patients
· Worked in private oncology clinic as well along with the hospital.
· Created, maintained and charged patient’s accounts
· Responsibilities of verification of account deposits and payments of expenditures
· Organizing, maintaining and filing of all document records along with updating the document records
· Immediate resolution of issues between client and management 
· Communication with doctors and staff to ensure the smooth operations of health care centre
· Managing the availability of health care staff for handling daily administrative task
· Handling and resolving issues within departments
· Improved service levels by conducting reviews and collating customer feedback and altogether analyze facility activities 
· Supervising other admin staff, training and monitoring them
· Worked with senior staff of the hospital and suppliers for handling daily administrative tasks
· Assisting manager in other tasks as and when required
	ASSISTANT ADMIN OFFICER                                
(DADABHOY CEMENT - Karachi, Pakistan)                                                 
	Dec 1994 -  Aug 1998


Dada Bhoy Cement is part of M.H. Dada Bhoy Group of Companies established since the inception of Pakistan. With their activities now diversified in different industrial sub sectors, the giant group of companies is renowned in the industry and contributing for the industrial development of the country.
As an Assistant Admin officer my duties included;
· Responsible for developing innovative policies and procedures for the organization
· Provide administrative support to the Administrative Senior Manager, including correspondence, financial management (payroll) and communication.  
· Maintaining files and records for office documents including employees record, company’s documents, payments, receipts, invoices, purchase orders.
· Coordinating and negotiating with suppliers and assisting in procurement
· Acting as a point of contact between manager and staff for the requirements and other job related duties
· Carrying out bank requirements such as maintaining bank statements, cheque monitoring, follow up on client’s payment etc
· Providing assistance in recruitment of staff interviewing and short listing candidates for initial screening
· Managing other front and back office operations
· Assisting manager with other job duties as and when required
ACHIEVEMENTS
· Acknowledgment for 100% attendance and punctuality for several different years – Baqai Institute of Oncology
· Received good performance appraisal from the hospital management for improving the overall hospital management. Baqai Institute of Oncology
· Acknowledgement from clients for timely response and queries.
EDUCATION
· Master’s Degree                        Karachi university year 2003 Concentration: Master of Arts 2nd division
· Bachelor’s Degree                                 Karachi university year 1998
       Concentration: Bachelor of Arts
· Certification                                       Infra tech institute
· MS office, internet, windows
· Languages                                        English, Urdu, Arabic
PERSONAL DETAILS
Visa Status: Visit Visa 
Marital Status: Engaged
Nationality: Pakistani
Languages: Fluent English, Hindi and basic Arabic
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