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My special interests in Administration Department.
Work Experience: -

Employer

:
Mahatma Gandhi Charity Cancer Hospital, Miraj

Location

:
Miraj
Designation

:
Asst. Manager (Admin), HOD marketing Dept, HOD of Internal PRO 

Ship (Public Relation)

Period


:
02 July 2016 to 30 Sept 2016

· Reporting to the Directors.

· To looking for Marketing dept

· To arrange CME, Conference, Guest Lectures, etc 

· To defined marketing strategy with directors, weekly marketing report, weekly meeting with all PRO’s, 
· Empanelment with all respected schemes
· To convince the patients for treatment, Fund raising assist
· Weekly & monthly reviews  
Work Experience: -

Employer

:
Kolhapur Cancer Centre Pvt. Ltd.

Location

:
Kolhapur
Designation

:
Asst. Manager (Admin), HOD marketing Dept, HOD of Internal PRO 
Ship (Public Relation)
Period


:
01 Sept. 2012 to 08 Apr 2016
· Reporting to the Directors.
· Promoted as Asst. Manager & HOD of marketing Dept, HOD of Internal PRO ship with increased responsibilities.
· To maintained balance between Employee & Management.

· To arrange CME, Conference, Guest Lectures, etc on behalf of organisation
· To defined marketing strategy with directors, weekly marketing report, weekly meeting with all PRO’s, 
· To maintaine the professional relations with GP’s, Visiting Doctors, Consultants
· To convince the patients for treatment 
· To assist the doctor in International conference, lecture (Travel, Registration, Accommodation, etc)
· To arrange monthly core committee meetings and discuss the past issues
· To watch on Ethics committee’s work as lay Person  
Work Experience: -

Employer

:
Kolhapur Cancer Centre Pvt. Ltd.

Location

:
Kolhapur
Designation

:
Sr. Admin Executive, Event Manager
Period


:
01 July 2012 to 30 Aug 2012
· Reporting to the Directors.
· Promoted as Sr. Admin. Executive with increased responsibilities.
· To set the all Financial Protocols and systems with seniors for the upcoming 200 bedded dedicated Cancer Hospital at Kolhapur.

· Total financial responsibility of the Upcoming Project’s transaction.
· Handling Payments and incoming cash, to entertain bank, regular Insurance premium is an important responsibility.

· I am enjoying, to take care of day to day activities regarding finance and taking the decisions with directors.
· Some of the important portfolios are: Patients Care, in house PRO ship (To solve the financial issues of patients & trying to get some financial help from various trusts), Housekeeping, Safety Management, General and Mechanical / Electrical Maintenance (AMC’s), keeping all necessary documents.

· To look after the community, social developments and activities for cancer awareness under our Chhatrapati Shahu Cancer Research Foundation.
· Compile statistical information for Executive Director.

· Assist staff with administrative duties as requested.

· I worked under direct control of the Managing Director. along with over all control of all the staff of the hospital.

· To supervise and controlled the work of the staff in the Accounts & reception Section.

· Total responsibility to supervise the loan section

· To arrange and conduct Final Audit and Tax Audit in time. and assist the Charted Accountant/ Auditor for the same.
· To Support the directors in assigned project based work.
· Setup accommodation and entertainment arrangements for company visitors.

Work Experience: -

Employer

:
Kolhapur Cancer Centre Pvt. Ltd.

Location

:
Kolhapur
Designation

:
Personal Assistant & The Head of Account
Period


:
01 Jan. 2011 to 30 June 2012 


· To assist the directors written and oral communication with other institutes
· To Type and word process documents as needed

· Any other duties that may be assigned by the authorities from time to time. 

Maintained the filing of statements / returns in respect of Income Tax in Time in co-ordination with CA
· the rectification of the defects pointed out by the Auditor and other inspecting authorities

· Under the increased responsibility , I checked and counter signed the following accounts and registers.

a) Day Book (Appointment)
b) Due to and Due register

c) General Ledger

d) Loan Ledger

e) Cheque I/O register and Bank Balance register

f) To deposit a cash at bank daily which was received by Cashier

g) All typses of Insurance Premiums

h) Maintained Project regarding Payment Book

i) Inward & Outward register, movement register
j) To maintained the books of professional charges & anaesthesia charges

k) To maintained and update the Activity reports of the trust

l) To keep a record of correspondence with affiliated organizations ( Indian Cancer Society, Rotary Clubs, Maharashtra Chapter Association, other social institutes)

m) To update the doctors CV and Company profile

n) To keep a records regarding Registration of Company (ROC) with Company secretary and filled the annual submission, type a resolutions and keep a record with CS.
o) To assist the directors for coordinate meetings and conferences.
p) TDS & other taxation register

Work Experience: -

Employer

:
Kolhapur Cancer Centre Pvt. Ltd.

Location

:
Kolhapur
Designation

:
Head Cashier 

Period

            :
01st Jan 2009 to 31st Dec. 2010
· Promoted as  Head Cashier with Additional responsibilities of finance.
· Kolhapur Cancer Centre has opened a new 15 bedded surgical setup at Kolhapur which is functioning from Oct. 06 with OPD & IPD facilities. 

· In that time I, focused on cash transactions and learned how to deal with patients- how to maintained cash flows, how to entertain the officers, regular insurance premium.
· To Maintain accurate daily accounting of fees, donations and other revenues, cash books.

Work Experience: -

Employer

:
Kolhapur Cancer Centre Pvt. Ltd.

Location

:
Kolhapur
Designation

:
Medical Record Technician, Front office Manager, Mammography 





Technician
Period


:
05 Apr. 2006 to 31 Dec 2008
· Registration of cases attending OPD. 

· Filing of all documents and preparation of Case Record File and correspondence file of all the patients.
· Upkeep and maintenance of Medical Record Room. 

· To prepare “Indexes” generated manually or through computers. 

· To keep records of daily attendance of  OPD
· To enter patient’s data into computer and retrieval thereof. 

· To keep and supply all forms necessary for OPD work and fill these forms if necessary
· To supply case record file for OPD/Laboratory Tests/Therapy and for research purposes
· To assist in all discharges and admission procedures and for checking the bill of reimbursement
· To carry files for admission, discharge, correspondence from one department to the other
· To check supply of stationary, CRF forms etc. daily and in the evening before a holiday. 

· to check and rectify the setting of furnitures in the different rooms in OPD and maintained cleanliness.
· Perform general clerical duties to include but not limited to: photocopying, faxing, mailing,  filing.
SOME CHALLENGING WORKS WHICH WERE DONE BY ME:
05.04.2014: As Assistant we Organised A Mid term National Conference of Inadian Association of Surgical Oncologists – IASO MIDCON 2014, this conference is recognized as the leading national scientific event that focuses on specialized in surgical oncology to provide update information as well as new cutting edge techniques. This 2 day conference was successfully organized, we involve national faculties, also we raised funds in the form of sponsorship, I received APPRICIATION AWARD at the hands of the president
I, worked with three separate institute under one roof and it is Kolhapur Cancer Centre, Kolhapur Oncology Centre and Chhatrapati Shahu Cancer Research Foundation its a charitable trust for poor and needy cancer patients, we provide all possible financial help to the needy & Below poverty line patients, our trust are on the panel of Chief Minister Relief Fund, Prime Minister Relief Fund, Jeevandayi Aarogya Yojana, Rashtriya Swasthya Bima Yojana, Maharashtra Police Kutumb Aarogya Yojana and Rajeev Gandhi Jeevandayee Aarogya Yojana. I, worked on FCRA (Foreign Contribution Regulation Act) affiliation, I also worked on 35-1/2 certification, any accounting work like TDS deduction, Professional Tax, Income Tax, LBT, Vat, employees professional tax, 12AA & 80G certification, etc.
The day from establishment of Kolhapur Oncology Centre i work on above mentioned subjects, i also worked for Hospital Based Cancer Registry, under this i learned how to set a registry with expert guidance, starting with necessary papers and collecting the data from various centers.
Mean while I assist my boss to perform in ROTARY platform since 2007, in the time we achieved best secretary or best president awards along with Best administrative club , i got a APPRECIATION AWARD in 2007 and 2011 for my ROTARY performance. Also i assist my Directors to conduct National Conference e.g. MOG’2009 (The annual conference for Oncology Doctors under Maharashtra oncology Group ) at Panhala fort in April’2009 and IASO MIDCON at Kolhapur (A National conference of Indian Association of Surgical Oncologists) to conduct various Awareness Programmes and medical camps under our Trust .
Extra Knowledge- 
I can do Mammography, I served my experience as a MAMMOGRAPY Technician to the hospital, KCC conducted annual breast cancer detection camps, under this I handled complete MAMMOGRPHY Department.
I can prove myself at any situation and trying to be a valuable asset to the institute., I know how to handle the critical situation, because I work very well under burden.

Some important abilities of mine:

· Sensitivity to the needs of persons with disabilities.

· Ability and willingness to work cooperatively with others.

· High degree of discretion dealing with confidential information.

· Ability and willingness to work some early mornings, evenings and weekend days.

· ability to work independently and as a team

· Ability to travel for short business trips

· Familiarity with Microsoft Office software (Word, Access, Excel, PowerPoint)

· Knowledge of general office machines and telephone system.

· Seven years clerical or administrative experience for non profit organization
Personal Details: 

	Date of Birth


	:
	22nd  November 1984

	Marital Status


	:
	Married

	Languages Known

Qualification
Additional Qualification

	:
:

:
	Marathi, Hindi, English

B.com, PGD in Hospital Management (IICT)
Office Assistant Course (Computer)




