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Mob:  9898689990   
A seasoned Chief Administration Manager with profound experience at directing administrative management activities

Professional strengths:
· Ability to perform tasks as per the policies and procedures of the organization

· Possess good management and supervisory skills

· Familiar with statistical analysis and quality control

· Possess excellent communication skills

· Possess quick decision making and problem solving skill
· Wide experience (more than twelve years) of administrative management service.

· Proficient in applying business and administration principles
Professional Experience
GLOBAL MODI HOSPITAL, KOTA

December – 2011to till date

Chief Administrator

KRA: - Administration/Support Areas
Administration

· Statutory Laws Application

· Assisting Centre Head in day to day functioning

· Liasioning with Partners

· Liasioning with Head Office at Baroda

· Costing management
· Critical Area Management ( OT/ ICU/ Causality)

Maintenance / Biomedical 
· Monitor facility to ensure that it remains safe, secure and well maintained.

· Oversee the maintenance &repair of machinery, equipment, and electrical and mechanical      systems

· Civil/Repair management

· Ambulance Management

· AMC/CMC of Equipments

· Decrease in Down Time
IPD:
Discharge Summary implementation

Patient Management  

MRD files annexure
Wockhardt Hospitals   



April 2007 to November 2011

Assistant Manager- Administration

KRA: Biomedical / Maintenance / Radiology/Labs/ Ot
 Administration:
· Statutory Laws Application

· Assisting Centre Head in day to day functioning

· NABH Campaign

· Consultants Management
· Appreciation letter from Managing Director / CEO

· Support to other centers ( Bhavnagar, Surat, )

· Guest House/ Hostel 
· Trust Office management

· Consulted frequently with others both internally and externally on matters related to        administrative/business management activities 
· Staff Recruitment 
· Training Schedule

· Overtime management

·  Sign ages Management.

· Costing management   {Microscope repair / CMC of Diagnostic Machines.}
Maintenance / Bio-medicals
Monitor facility to ensure that it remains safe, secure and well maintained.

· Oversee the maintenance &repair of machinery, equipment, and electrical and mechanical      systems

· Civil/Repair management

· Ambulance Management

· AMC / CMC of Equipment

· Asset Log Sheet implementation

· Initiated Tilt Table for cardiology

· Gases Management

· Critical Area Management ( OT/ ICU/ Causality
· Instituted cost initiative  methods in Maintenance / Bio-medical / Radiology

·  Imitated for Asset log sheet for the whole Hospital.
· Horticulture
                 Diagnostics (Radiology/ Labs

· Quality Assurance

· New Pricing

· Radiology management

· Mou with labs

· AERB Approvals (CT scan/Cath lab/X-Ray )
· Tilt Table for cardiology

Apollo Hospitals International Limited, November 2003 – March 2007

Executive / Operations Department

KRA:  Administration/ Marketing 

Administration:
· Assisting  Manager- Administration in day to day functioning

· Setting up Apollo Hospitals City Center- 20 bedded hospital located in the heart of the city. 

Marketing:
· Organizing CME’s for various specialties at  Gujarat,M.P, Rajasthan

· Drafted  blue print for Marketing Dept for marketing of Radiology

·  Made corporate calls at GNFC, IPCL, Ingrossal Rand, Dresser 
 Rand, Central Bank of India, Infocity.

·  Branding of Hospital in Bhavnagar and Mahua.

·  Organized medical camps for students at leading  Colleges          

·  Coordinated for promotional stalls at Vibrant Gujarat 2004, Navratri2004, 
 and Global Investors Summit 2005.

Telemedicine Dept., Call Centre and Telecoms Dept.:

i) Organizing Tele-consultation with our Centers and Hospitals. 

· Initiated the Tie-up for referral center at Bikaner

· Organizing  schedule of camps at  Bhavnagar, Bhilwara & Jamnagar

· Organizing & scheduling  Group Drs visits to the hospital and outstation referral centers

· Coordinating pre-patient and post patient queries from referral centers 

· Initiated tie –up with Drs (NRG) for medical tourism.

· Organizing  in getting recommendation letters from MPs for CGHS

· approval

· Call Centre      

· Converting leads to sales

· Inviting doctors during super-specialty doctor’s visits and CMEs
organized at hospital campus.

· Taking Cost cutting measures to reduce the Telecoms overheads

· Negotiate CUG tariff.
· Negotiate MOU with Telecoms providers for BTS and Repeaters           

· Negotiated AMC for the Telecommunication equipments.
(Apollo Hospitals, New Delhi) 

 Senior Administration Assistant 1998 to October 2003

KRA: Admin / Marketing 
Admin:

· Liaisoning with Local authorities

· Interacting with the various intra –department of the Hospital.

· Promoted to GRO 
· Organizing & Coordinating Cultural events at Hospital & outside venues

· Made Coordinator for the following Dept's.

Emergency/ Admissions
· Recipient of Appreciation Letter for Commendable Services from the

                Chairman’s Office.

Marketing:
· Inianiatalised  for setting up Satellite clinic at Preet Vihar

· Holder of Appreciation Letter from HOD for setting up Preet Vihar Clinic and Guest Relations.

Academic Qualification:


· B. Com

· Diploma holder in Hospital Administration from YMCA

· NCC ‘B’ Certificate holder

Hobbies

Travelling, Photography Driving. Music.

Motto

I am a self believer and achiever. Also, I Believe in taking risks, and to Dare myself to extremes I am strong learner and mostly pick up things steady.

Personal Information

Date of Birth         :   December 10, 1971
Father’s Name      :   Mr. A.S. Banga

Marital Status        :   Married

Languages Known:   English, Hindi, Punjabi & Gujarati.

