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E-mail: mamta-397558@gulfjobseeker.com 
	

	
Career Objective
Seeking long association with an organization having strong background which gives a freedom to be creative, innovative so that one can work dedicatedly and gives me a chance to update my knowledge and enhance my skills and be a part of team that excel in work towards the growth of organization and self.



	Core Competencies

	
	

	· Verbal and Written communication
	· Organization

	· Team Leader
	· Time Management

	· Detailed Oriented         
	· Analytical Thinking


	
	Experience Snapshot
	












Nov 2017-Jan 2020
Designation: Administration Manager
Responsibilities:

· Ensuring the front desk provides a professional and friendly service for patients.
· Arranging staff scheduling.
· Acting as liaison between General manager and staff.
· Troubleshoot emergencies.
· Monitor Stock and order supplies.
· Ensure proper email distribution.
· Prepare and monitor office budget.
· Keep update records of office expenses and costs.

· Ensure hospital ‘s policies and security requirements are met.

· Arrange development programs like goals, soft skills , new policies training for staffs.
· Maintains administrative staff by recruiting, selecting, orienting, and training employees.

· Supervises clerical and administrative personnel by communicating job expectations, appraising job results, and disciplining employees.

· Sets policies and procedures for training, coaching, counseling, and career development for staff.

· Initiates and coordinates goals, deadlines, and projects for their department.

· Develops and implements policies and procedures to improve operations and function of the department.

· Monitors and procures needed supplies for office, reception, mailroom, and kitchen.

· Ensures a safe, secure, and well-maintained facility that meets environmental, health, and security standards.

· Manages the maintenance and repair of machinery, equipment, and electrical and mechanical systems.

Organization: Dayal Veena Charitable Diagnostic & Research Centre     2013- 2017
Designation: Front Office Executive 
Responsibilities:
· Serves patients by greeting and helping them, scheduling appointments, maintaining records and accounts.
· Welcomes visitors, attending calls and answering or referring inquiries.
· Optimizes patient’s satisfaction, provider time, and treatment room utilization by scheduling appointments in person or by telephone.
· Maintain patients accounts by obtaining, recording and updating personal and financial information.
· Maintains operations by following policies and procedures, reporting needed changes.
· Responding to queries via email or phone.
· Protects patients confidentially, making sure protected health information is secured by not leaving PHI in plain sight and logging off the computer before it unattended.

· Keep front desk tidy and presentable with all necessary material (pens, forms, paper etc.) 

· Answer questions and address complaints

· Receive letters, packages etc. and distribute them

· Prepare outgoing mail by drafting correspondence, securing parcels etc.

· Check, sort and forward emails

· Monitor office supplies and place orders when necessary

· Keep updated records and files

· Monitor office expenses and costs

· Take up other duties as assigned (travel arrangements, schedules etc.)

	
	Education 
	

	

	· Completed M.C.A. (Master of computer applications) from J.N.U.
· Completed B.C.A. (Bachelor of computer applications) from J.N.U.



	
	Achievements
	

	

	· Participated in various debate competitions & won at inter school level.
· Participated in various physical competitions like racing , football , badminton and won the matches.
· Played T.T. & cricket (Captain) at inter school competition.

IT Skills

· Platforms:



Windows.

· Programming Languages:

C,C++,JAVA, VB 

· Packages:



MS-Office, Tally
Personal Details

Nationality

: Indian

Date of Birth
            : 21’st May 1994
Gender

: Female
Languages

: English, Hindi & Sindhi
Marital Status

: Married

Skills  

: Goal oriented , Confident , Positive Attitude , Dedicated

Visa Status                :  Tourist Visa (Expiry date 8th May 2020) Transferable to sponsor visa
DECLARATION:-

I hereby declare that the information in the whole document is true and accurate to the best of my knowledge and Undergoing activities.

                                                                     

	                                                                                                                (Mamta)
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