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SeekingassignmentinHealthcareBusinessOperations/PeopleManagement&KeyAccount

Managementwithagrowthorientedorganizationofrepute

ProfessionalSynopsis

 PresentlyworkingwithmaxsuperspecialtyhospitalSaketnewDelhiasaPatientcare

coordinator(frontoffice)SinceDecember2017

FrontOffice&BillingManagement

 Ensuringaccuratebilling

 Providinghighleveladministrativesupportinvolvingefficienthandlingofcorrespondence,

managementofdocumentflow,screeningtelephonecalls,attendingvisitorsanddirecting

various queriestorelevantdepartment.

 Effectivelyinterfacingwithpatientsandtheirattendants.

 Providingproperresolutiontothepatients&theirattendantsQueries.



CustomerService

 InternationalclassservicestrategiesImplementing

 Interactingwithgueststotroubleshootoncomplaints.

AsaPCC(Frontoffice)

 Buildandmaintainrelationshipswithinternalandexternalcustomers.

 Todeliverhighprofessionalstandardsforworkassigned.

 Resolvecustomercomplaintsandappealrecommendationsforimprovement.

 FocusonVIPmovement

 Focusoncriticalissues

 Putsextraeffortsandtimetomeetorganizationgoal.

 Providingessentialtrainingtosubordinates.

ResponsibilitiesandKeytasks

 Manageforallactivitiesonanyreceptiondeskinanyareaofhospital

 Tokeeptrackonpatientregistration,preparationofoutpatientinvoiceandreceiptingpayment

forhospitalservice

 Provideefficientandeffectiveadministrativesupportduringusersclinics,testandprocedure

 Dealwithallqueriesandcomplaintinacourteousandtimelymanner

 Ensurethatallstaffandpatientarefullyawareofhospitalpolicy

 Ensureaccurateandtimelyfeedbackfrom patient

 Leadbyexampleinexhibitinghighlevelsofserviceorientationandproactivecustomerhandling



 Tohavegoodcoordinationwithrespectivedepartmentforforeignerpatientsalongwiththeir

documentations

Skills

 Enrichedwithexperienceandopportunitiesdevelopedspecialskillsininteractingwithboth

governmentandcorporate.

 Abilitytodecideprioritiesandleadtheteam.Goodatdocumentation,Reportwritingand

correspondence.

TechnicalExposure

 ProficiencyM SOffice,MS-Excel,MS-Word,Outlook

 WorkingonHISsoftware

Strengths

 Abilitytoworkincysismanagement

 Goodteam player

Ihaveaninbornenaturetoacquaintmyselfwiththeadvancementsanddaytodaydevelopments,

readinesstoserve,leadership,teamwork,developlinkages,Perceiveandshapetheorganizationwhere

employed

PersonalInformation



 Qualification GRADUATE

 DateofBirth 11THMAY1993

 Nationality Indian

 Sex Male

 Maritalstatus Single

 LanguagesKnown English,Hindi,Sindhi

Date:

Place: JatinRamani


