Dhinesh.308694@2freemail.com  
Objective
Looking for the greatest opportunity to work as a  health care administration and Human Resource management professional for a reputed organization.
Professional Profile
A highly accomplished, talented and professional in health care administrator with 5 years of experience in the healthcare and corporate sector. 
Skill Set
· Preparing and Implementing SOPs for NABH.

· Familiar with medical terminology.

· Posses excellent oral and written communication skills.

· Posses good analytical and organizational skills.

· Posses good management and leadership skills.

· Created and integrated a new employee handbook to replace the out dated guide.

· Implemented a new bonus program based on overall work performance to boost staff morale and foster a goal – driven team.

· Responsible for reviewing the performance of staff and maintained proper disciple among employees.

· Familiar with basic knowledge in systems like Microsoft office and the Internet.

· Familiar with Backbone Hospital Management Software (HMS).

· Able to recruit, select and train a medical administrative staff.
Contour Career
· Medical Specialist Centre – Bur Dubai – Dubai – UAE

Executive – Insurance from October – 2016 – February – 2017.
· Take care of all type employee insurance claims.
· Lotus Eye Hospital and Institute Limited

(A Corporate Eye Hospital in India with seven state-of-the-art Centers in Tamilnadu and Kerala)
Officer HR & Administration from March - 2016 to August - 2016.
· Design and establish HR Policies (with approval of Chairman) that are in-line with current standard practices; and thereafter; standardize and sustain these HR practices and     policies universally across all branches.

· Interface and liaison with all central and state legal, regulatory and statutory bodies and ensure total compliance of the company’s HR Policies and Practices with all norms laid out by such governing bodies.

· Execute all payroll activities in the strictest confidence and coordinate with Finance    Manager and Bank Manager to ensure timely and accurate disbursement of monthly salaries, incentives and bonuses with minimal errors.

· Responsible for total transport department.

· At Staff Level – Support, supervise and approve all recruitment and selection processes across corporate and branch levels, formulate salary packages in consultation with   Chairman and provide salary break ups of new employees.

· For Executive and management positions – Carry out recruitment and selection activities across corporate and branch levels, formulate salary packages in consultation with    Chairman and provide salary break ups of new employees.

· Coordinate with all Center Heads for strategizing and forecasting HR Budgetary             requirements for all Branch Hospitals as well as Corporate Office.

Lead the Corporate and Branch HR functions by uploading strong Business ethics, mentoring the HR team at Corporate and Branch Hospitals with guidance and support, and positively projecting the company to all frontline staff.
· Ganga Medical Center and Hospitals (P) Ltd, Coimbatore, INDIA.

(A 450 Bedded Super Specialty NABH Accredited Hospital)

HR Executive cum Training Co-ordinator from January – 2015  to

February - 2016.
Roles & Responsibilities:
· To recruit the all type employees as needed of the organization.

· Responsible for maintain all files and documents of concerning the HR activities of the hospital.

· To maintain proper record of all employees and also maintain the attendance register of all the employees.

· Responsible for updating and maintenance of Personal Inventory Details and also maintaining and record of total number of employees working in the hospital given at any point of time.

· Responsible for performance evaluation and performance appraisal for confirmations and increment.

· Responsible to coordinate and guide the recruited employees for training program.

· Responsible to impart trainings to the newly appointed employees and motivate them to perform better in the tasks assigned to them.

· Responsible to identify training opportunities for improving the quality of delivered by the employees. Once identified he/she needs and to organize and implement such trainings.

· To introduce the new and interesting training methods to increase the productivity of the employees.

· To implement the new training methodology and training manuals for the employees understanding.
· Kovai Medical Center and Hospital (P) Ltd, Coimbatore, INDIA. 

(A 1000 Bedded Multi Super Specialty NABH Accredited Hospital)  

Emergency (casualty) Manager, August - 2011 To September - 2014.

Roles & Responsibilities:
· Handled the tasks of commissioning local health care through hospital management, community health services and general practitioners.

· Liaise with medical staff and oversaw day–to– day activities of the organization.

· Handling issues and negotiating problems within department.

· Interacting with people in other organizations like private sector, voluntary groups and social services.

· Responsible for supervising and managing clerical as well as administrative staff.

· Handled the tasks of gathering and analyzing data.

· Responsible for generating and evaluating new strategies and systems.

· Responsible for hiring, appraisal and development of medical administrative staff.

· Handled other administrative tasks as required.

· Handled the tasks of analyzing the services, facilities, equipment and employees to maintain the smooth running of the organization.

· Ensured that the administrative staff performs services in accordance with the state and federal regulations.

· Responsible of conducting inspections and audits.

· Handled the tasks of generating policies and procedures for health care and employees.

· Responsible for reviewing the performance of staff and maintained proper discipline among employees.
Scholastics
· Master of Business Administration (Human Resource with Marketing), 72% from PMR Institute of Technology, Anna University, Chennai, India in 2010.
· Bachelor of Commerce with Computer  Application, 57% from Gobi Arts And Science College, Gobichettipalayam, Bharathiyar University, Coimbatore, India in 2008.
Personal Dossier
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I hereby declare that the information furnished above is true to the best of my knowledge.
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Yours Sincerely,
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   Male�
�
Relationship status �
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   Married�
�
Date of Birth   �
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   21st May 1986�
�
Age�
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   30 years�
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   English and Tamil�
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