RESUME

PRAVEEN 

CAREER OBJECTIVE:

· To secure good recognition in the Organization where I work & grow along with the Organization.

EDUCATIONAL QUALIFICATION:

· B.Com from Chaitanya E S Degree College, Srikakulam, Andhra University March-2001.

· Intermediate ( C E C ) from Keshav Memorial Jr. College, Narayanaguda, Hyderabad, March-1998.

· S.S.C from Wisdom High School, Kamalanagar, Hyderabad, March-1996.

TECHNICAL QUALIFICATIONS:

· Typing English Lower & Higher from State Board of Technical Education & Training, Hyderabad.

· Typing Hindi Lower from State Board of Technical Education & Training, Hyderabad.

COMPUTER SKILLS:

· Operating Systems MS DOS, Windows.

· DCOM ( Diploma in Computer Office Management )

PRESENT WORK EXPERENCE:

· Working as Assistant General Manager ( Admissions,  Radiotherapy Dept. & Organ Transplantation Co-ordination ) from April-2004 to till date.

Job Description : 

· Lead Business and Operations of the Hospital, Responsible for P&L (Head Centre responsibility) for Operations and Administration of about 1000 bedded Corporate Hospital.
· Planning, organizing and managing all Non medical services of the hospital. 
· Work in close collaboration with clinical & non-Clinical functions to ensure delivery of world class Health care services. 
· Identifying and exploring ways and initiatives to control cost and generate revenue. 
· Ensure effective Implementation of policies and processes as laid down by the organization. 
· To ensure 100% compliance with statutory, statistical and annual reports. 
· Responsible for maintaining and implementing Patient Feedback Process and conduct regular patient feedback analysis. 
· Develops and implements policies, procedures and best practices in the administration of hospital with reference to corporate services, medical insurance, material management, pharmacy management, facility management and estates management.
· Oversees all training and continuing education for staff.
· Assures that facility is in compliance with all federal, state and local laws.
· Reports to the General Manager and supervises administration in the day to day activities.
· Liaises with departments for smooth running of the facility.
· To oversee facility management in coordination with Facility manager (clinical areas and operations) 
· Monitors the training and development of team, and administering disciplinary actions as needed.
· Creates and implements a best practice program, maintaining a consistent level of quality of care offered to patients.
· Regular meetings with Administrator, Non medical Administrator and Nursing superintendent through whom carries out regular day to day management.
· Ensures that the process needed for the quality management system are implemented and maintained in the hospital.
· Monitors quality assurance programs and mock drills concerned with the safety and other quality control initiatives.
· Oversee practice of evidence-based safety initiatives, quality assurance, Improving clinical performance and implementation of NABH standards in the staff.
JOB RESPONSIBILITIES:

· Responsible for taking care In patients admissions.

· Preparing Monthly Duty Roaster, Monthly Reports & submitting to the top Management.

· Conducting Monthly Departmental Meeting with the Staff and discussing the issues & patients Complaints, Suggestions & Feed backs. 

· Preparing for unit day presentations PPT on department performance to top Management.

· Coordinating with other Department Heads for the smooth functioning of the Department.

· Coordinating with IT Department for new method of Data Capturing & Implementing.

· Preparing Doctor Payment of Radiotherapy Department on Monthly basis & forward them to PPD.

· Preparing Referral Doctors Payments.
OTHER JOB PROFILES AT YASHODA:

· Patient Satisfaction Committee Member .

· Organ Committee Member ( Inter Hospital ) for verifying the Documentation. 

· Crisis Management Member.

· Head for Co-ordination team of Organ Transplantation (Liver, Kidney, Heart & Lung) like co-ordination with Cadaver donor hospital and Inter Hospital Departments  for smooth and safe transplantation. 

PAST WORK EXPERIENCE:

· Worked as a Computer Operator for Baba Commercial Institute, Marredpally, Secunderabad from Aug-2000 to Dec-2000.

· Worked as Officer In-charge for Ajay Home Products Ltd., Secunderabad, a Delhi based ( Manufacturing & Sales ) Company from Jan-2001 to April-2001.

· Worked as Centre Incharge for Bajrang Info-tech Systems Pvt. Ltd, Hyderabad ( A Franchisee of APSRTC ) from May-2001 to March-2004.

STRENGTHS:

· Ability to learn new technologies & methods and work quickly.

· Project Planning, Scheduling, task allocation & Execution.

· To perform duties in various departments of the company to gain experience & knowledge.

· Strong determination and will power.

ACHIVEMENTS:

· Awarded Mega Typist Contest in English Higher for 1999 & 2000.

· Awarded Best Employee of the Year twice.
· Long Service Recognisation Award for completing more than 10 years – May, 2014.

· Completed Foundation Course in Counseling and Organ Transplant Coordination by MOHAN Foundation – December, 2015  

PERSONAL DETAILS:

Date of Birth 





:  10-09-1980

Marital Status





:  Married.

Children's






:  2 Kids

Languages Known




:  English, Hindi & Telugu

Hobbies







:  Watching NEWS Channels.

Email







:
Praveen-396201@gulfjobseeker.com 

I am available for an interview online through this Zoom Link https://zoom.us/j/4532401292?pwd=SUlYVEdSeEpGaWN6ZndUaGEzK0FjUT09 

DATE:                                        PRAVEEN

