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Management Skills

A Healthcare Administrative professional with sound
knowledge and advanced skills in operations
management, policy implementation, facility
management, and strategic planning, quality control,
quality assurance, clinical records, and  EMR. Strong
problem-solver with excellent time management skills.
Proven track record of successfully managing
personnel, finances, facility operations, and admissions.

Involved in major administrative activities for Indira
Gandhi Cooperative Hospital, Kochi.
Supported in administering and maintaining
policies and procedures, objectives, quality
assurance programs, safety, environmental control
standards.
Maintained compliance with regulations and the
rules of accrediting bodies by monitoring operations
and initiating changes where required.
Kept detailed records of medical and office supplies
stock.
Educated employees of new policies and other
changes.
Developed work schedules for all employees.
Coordinated with doctors, nurses, and other
healthcare professionals to identify their issues and
needs.
Handled complaint management and responded to
questions from doctors, nurses, and patients in a
timely manner.
Ensured all departments comply with the current
healthcare laws and regulations.

DOB: 19.12.2000
MARITAL STATUS: SINGLE
NATIONALITY: INDIAN

PERMANENT ADDRESS: 

ODIYIL HOUSE KUDALLUR
(PO) PALAKKAD(DIST) PIN
679554

917591916337 nayanao2000@gmail.com

Jr. Quality Consultant
DR. WILSON & CREW HEALTHCARE MANAGEMENT
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PROBLEM SOLVING

TEAM MANAGEMENT

HR MANAGEMENT

917591916337 nayanao2000@gmail.com



Good analyt ical and  p rob lem -solving  skills
St rong  m ot ivat ion  skills, Qu ick and  self-learn ing  ab ilit y, and  a good team  p layer
Effect ive com m unicat ion  skill
At ten t ion  to detail w ith  the ab ilit y to hand le m ult ip le tasks
Sincere approach tow ards dut ies and  responsib ilit ies
W illingness to use new  technolog ies to the desired  standards
Good organ izat ional skills

Personal St reng t h

20 21 D IPLOM A IN  H OSPITAL M AN AGEM EN T
Ced ars In t ern at io n al , Kerala, In d ia

D EGREE B . COM  
Calc icu t  U n iver si t y  (Cu r ren t ly  p u r su i g )

H IGH ER SECON D ARY
GOVERN M EN T OF KERALA

PURSUIN  2021

20 20

Educat ion  Sum m ary

917591916337 nayanao2000@gm ail.com

MS Word, Powerpoint
& Excel Q MS EMR Billing ToolsHMS

Techn ical Sk ills
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