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	Aamna  (MBA H.M)
HealthCare  Management Professional
Executive Secretary To CEO

Aamna.343717@2freemail.com 
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	Strengths

	· Flexibility to handle changes of environment.
· Quick learner & problem-solving skills.
· Multiple tasks in time.
· Work as Team.
	· Good analytical and planning skills.
· Willing to learn new things to get job done.
· Positive attitude towards work 
· Leadership
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	Quaid-e-Azam International Hospital , Islamabad ,Pakistan 

	                          Jan 2012 -  To date 

	Quaid-e-Azam Int. Hospital( A project of Global Health Services) is a state of art hospital in Islamabad, having 400 beds dealing with  all major department of medical field under one roof. It was started from 1st January, 2012 and passed on its 5 successful years recently.


	Coordinator , Shifa International Hospital , Islamabad, Pakistan

	                          Jan  2007 – Dec  2011

	Shifa International Hospital was incorporated on September 20, 1987 as a Private Limited Company and converted into Public Limited Company on October 12, 1989. Shifa Int. having 600 bed hospitals including all major medical departments under one roof.
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	Assistant Director, Quaid-e-Azam International Hospital, Islamabad, Pakistan

	

	· Scheduling meeting & performing admin/Secretarial tasks to facilitate the smooth working of CEO’s office 

	· Maintain all records for CEO’s Office, Board of directors,room Owners, Owners’ committee & other higher management with  full confidentiality.

	· Timely preparation and submission of monthly report which shows department's productivity indicators, analysis of the data and clearly indicates problems, solutions and further planning accordingly.

	· Making Medical Contract with Medical Rate list with different companies and protocols.

	· Responsible for maximum recovery once bills dispatched to the companies after credit billing.

	· Coordinate and communicate instructions issued by Boss.( Panel Director )

	· Coordinate appointments and carry out protocol responsibilities on behalf of Boss.

	· Implementation and monitoring of SOPs.

	· Motivate employees to work to their maximum potential.

	· Preparation of annual appraisal of staff.

	· Preparation of rate comparison of panel companies for rate revision purpose.

	· Working on ICD-9 & ICD-10.

	· Deals with all insurance companies National/International.

	· Handle all visitors regarding panel rates/medical checkups.

	· Correspondence with panel organizations both exists and potential clients regarding rates, terms & conditions of agreement/contract.

	· Calling, visiting/meetings with panel organizations for rate revision and medical checkups.
· Organized Events as per calendar schedules 


	Executive Assistant to G.M, Shifa International Hospital, Islamabad, Pak. 



	· Coordinate and communicate instructions issued by GM.

	· Follow-up and reporting of routine assignments related to Credit & Collection affairs.

· Maintain the filing system of GM PSD office.

	· Coordinate appointments and carry out protocol responsibilities on behalf of G.M.

	· Coordinate and assist in resolving customer complaints.

	· Answer and solve all queries from Insurance, Public and Private Sector

	· Add new panel in HMIS system on GM's instructions.

	· Entering new / revised panel approved rates in the system whenever required.

	· Add the entries of new services in panel charge master for OPD / IPD procedures.

	· Enter the rates of new consultants to all the panel companies in HMIS system.

	· Make phone calls when requested by recovery officers.

	· Prepare all documents of Medical contracts with instruction of G.M.

	· Manage the meeting schedules for GM.

	· On/Off shift newsletter mailing.

· Worked on ICD-9 & ICD-10
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	Master of Business Administration –  H.M ( National University Of Modern Languages)
Bachelor of Commerce(B.Com), Punjab University ,Pakistan                                                                                                                           
	2010
2006


[image: image11.emf] 


	· Workshop on Clean Environment & Safe Food 

	Oct, 2015

	· Stress &time MGt to increase Job efficiency
	May, 2011

	· Awareness Session on “JCI” 

	July, 2011

	· 5S & Kaizen
	Aug,2009

	· Personal Development  

	Aug,2007
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	Oracle software 

LINUX 

                Oracle Based Software-Medix (Designed & Deployed In OPD & IPD Mgt.)
Micro Soft Out Look 

· Proficient in MS Office (Word, Excel, Microsoft outlook), E-mail & Internet applications.


	[image: image13.emf] 





	Nationality
	:
	Pakistani

	Birth Place
	:
	Pakistan

	Marital Status
	:
	Single

	Visa Status
	:
	Visit Visa

	Languages
	:
	English, Urdu, Arabic Entry Level 


	[image: image14.emf] 





[image: image2.png]


[image: image3.png]



Career Objective ��





My objective of life is to progress as health professional in the field of Health care system, health care services, health insurance , Health care financing and quality assurance in HealthCare organizations.





Career Snapshot  ��








Proven Job Role  ��








Educational Qualification ��





Certificates  ��





I.T. Skills  ��








Personal Details  ��
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