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Seeking a challenging position with a growing company applying strong experience in delivering a diverse range of administrative, operational, financial and business development functions that support management and staff in achieving organizational goals and objectives
CAREER SNAPSHOT

· Dynamic and performance-focused professional with 10+ years of extensive experience in coordinating, planning, and supporting daily operational, accounting and administrative functions across healthcare industry
· 7 years clerical or administrative experience for a charitable & non profit organization

· Adept at handling the necessary medical operations and looking after the financial aids and grants of the organization

· Expert at managing and streamlining administrative processes to reduce errors and improve accuracy as well as developing new administrative systems, evaluating the necessary policy issues, documenting the important budget plans, writing reports and updating procedures
· Energetic and intuitive marketing strategist with exceptional leadership skills. Proven ability to identify opportunities and deliver effective strategies to generate results
· Proven record of success in organizing and taking part in various events, Awareness Programs, medical camps and national conferences and meetings with company directors and senior management for formulating strategies
· Appreciated and awarded for skillfully supervising the necessary medical requirements & associated surgical supplies, handling the necessary financial situations, monitoring financial accounts and looking after daily administrative tasks
· Highly skilled in handling the general and special medical aspects in the field of medical administration
· Extremely capable of managing staff, communicating efficiently, paying attention to details and using critical thinking to identify and solve problems; Specialized in establishing ongoing communications with various departments

· Inventive, practical and huge knowledge of the computing program, Microsoft Office Suite (Excel, Word, Access, PowerPoint) and internet explorer with excellent Type Writing skills

· Outstanding interpersonal, customer service, leadership, and organizational skills; capable of building solid relationships with patients, management and staff and thrive within detail-oriented, deadline-driven environments

· Successful track record of accurately maintaining detailed records, drafting clear & concise reports and other professional documentation and multitasking within fast-paced atmospheres and meeting tight timelines
CORE COMPETENCIES

	· General Administration

· Complaint Handling & Resolution

· Liaison with government bodies
· Office Management

	· Accounting & Financial Administration
· Records Management & Reporting
· Public Relations
· Staff Management
	· Operations Management

· Patient Care
· Marketing Strategy Formulation
· Organizing Meetings & Conferences


EDUCATIONAL QUALIFICATIONS
· Post Graduation Diploma in Hospital Management – IICT, Lucknow, Hyderabad, India
· Bachelor of Commerce (B.Com.) Shivaji University, Kolhapur, India
· Office Assistant Course (Computer), from Mahatma Gandhi Bhavans Institute, Kolhapur, India
LANGUAGE SKILLS

· Intermediate in English, fluent in Marathi and Hindi
major accomplishments

· Received an ‘APPRECIATION CERTIFICATE’ by the President of Green Room Media and also achieved APPRECIATION AWARD from IASO MIDCON 2014 for successfully organizing two day ‘Mid term National Conference’ of Indian Association of Surgical Oncologists – IASO MIDCON 2014
· Bagged ‘EMPLOYEE OF THE MONTH’ award in 2012
· Administered a charitable trust - Kolhapur Cancer Centre, Kolhapur Oncology Centre and Chhatrapati Shahu Cancer Research Foundation – which provides financial help to the poor and needy cancer patients; Also worked on FCRA (Foreign Contribution Regulation Act) affiliation, accounting operations like TDS deduction, Professional Tax, Income Tax, LBT, Vat, employees professional tax, 12AA & 80G certification, etc..
· Worked on Hospital Based Cancer Registry

· Achieved an ‘APPRECIATION AWARD’ in 2007, 2009 and 2011 consecutively for demonstrating excellence in performing ROTARY work since 2007
· Extensively assisted the company Directors to successfully organize various events, Awareness Programs and medical camps under our Trust like National Conference e.g. MOG’2009 (The annual conference for Oncology Doctors under Maharashtra Oncology Group) in April’2009 and IASO MIDCON at Kolhapur (A National conference of Indian Association of Surgical Oncologists)
· As a MAMMOGRAPHY Technician, handled the entire MAMMOGRAPHY Department and conducted annual breast cancer detection camps under “ROKO CANCER”
PROFESSIONAL EXPERIENCE

Assistant Manager - Administration

SSPM Medical College & Lifetime Hospital, Sindhudurg, India



      Oct’ 2016 – Till date


· Monitoring and overseeing the daily administrative management of the college & hospital
· Managing and developing non-teaching staff, administrative, performance appraisal of the college

· Ensuring accurate statement of financial records and monthly management account with Account Manager
· Handling the tasks of preparing & maintaining records of student data, such as grades and degree requirements in the system

· Creating academic policies and planning budgets for extra curricular activities under council members
· Performing responsibilities of organizing events and activities at the city and state level

· Coordinating with administrative staff in preparing special publication of the college

· Working with principal in organizing educational conference in the college premises

· Handling all other administrative tasks under the instructions of the management staff

· Continually meeting and exceeding the operational and administrative expectations of the management

· Implementing systems and procedures which will enable adherence of statutory compliances
Asst. Manager (Admin), HOD - Marketing, HOD of Internal PRO (Public Relation) Ship
Mahatma Gandhi Charity Cancer Hospital, Miraj, India 
           



    Jul’ 2016 – Sep’ 2016


· Reporting to the Directors
· Instrumental in handling the entire Marketing department, defining marketing strategy with directors, generating weekly marketing reports and organizing weekly meetings with all PRO’s
· Arranged CME, Conference, Guest Lectures, etc. and empanelment with all respected schemes

· Involved in convincing the patients for treatment and assisting in Fund raising activities
Asst. Manager (Admin), HOD Marketing Dept., HOD of Internal PRO Ship (Public Relation)

Kolhapur Cancer Centre Pvt. Ltd. Kolhapur, India



     

   Sep’ 2012 – Apr’ 2016


· Promoted as Asst. Manager & HOD of marketing Dept, HOD of Internal PRO ship with increased responsibilities
· Maintained balance between Employee & Management

· Arranged CME, Conference, Guest Lectures, etc. on behalf of the organization

· Established and sustained professional relations with GP’s, Visiting Doctors and Consultants

· Assisted doctor in International conference, lecture (Travel, Registration, Accommodation, etc.)

· Arranged monthly core committee meetings and discussed the past issues

· Oversaw Ethics committee’s activities as lay Person  

Sr. Admin Executive, Event Manager

Kolhapur Cancer Centre Pvt. Ltd., Kolhapur, India 




                 Jul’ 2012 – Aug’ 2012


· Set all the Financial Protocols & systems with seniors for the imminent 200 bedded dedicated Cancer Hospital at Kolhapur
· Managed the end-to-end financial operations of the upcoming Project’s transaction

· Handled Payments and incoming cash, to entertain bank and regular Insurance premium

· 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.

· Handled community and social developments activities for cancer awareness under Chhatrapati Shahu Cancer Research Foundation.

· Compiled statistical information and presented it to Executive Director

· Supervised and controlled the work of the staff in the Accounts & reception Section and loan sections
· Conducted Final Audit and Tax Audit in time and assisted the Charted Accountant/ Auditor for the same
· Provided support to the directors in assigned project based work
Personal Assistant & the Head of Account

Kolhapur Cancer Centre Pvt. Ltd., Kolhapur, India   





  Jan’ 2011 – Jun’ 2012



· Assisted the directors and liaised with other institutes

· 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

· Performed various accounting, register maintenance and administrative activities like Day Book (Appointment), Due to and Due register, General Ledger, Loan Ledger, Cheque I/O register, Bank Balance register, TDS & other taxation registers, Inward & Outward register, movement register and all types of Insurance Premiums

· Maintained Project regarding Payment Book

· Updated the doctors CV and Company profile regularly and maintained records of Registration of Company (ROC)

Head Cashier
Kolhapur Cancer Centre Pvt. Ltd., Kolhapur, India  
 



                Jan’ 2009 – Dec’ 2010


· Involved in handling cash transactions, dealing with patients, maintaining cash flows, and regular insurance premium
· Maintained accurate daily accounting of fees, donations and other revenues, and cash books

Medical Record Technician, Front office Manager, Mammography Technician

Kolhapur Cancer Centre Pvt. Ltd., Kolhapur, India  
 



              Apr’ 2006 – Dec’ 2008


· Registration of cases attending OPD, filing of all documents and preparation of Case Record File and correspondence file of all the patients and routine upkeep and maintenance of Medical Record Room
· Maintained records of daily attendance of  OPD and  uploaded patient’s data into computer and retrieval thereof
· Maintained supply case record file for OPD/Laboratory Tests/Therapy and for research purposes

· Carried out files for admission, discharge, correspondence from one department to the other

· Involved in inventory management, material management, ensuring cleanliness, and handling general clerical duties
References are available upon request
