MANJU MOHAN.M 

E-mail: manjooz87@gmail.com  

Mob:    +918105991532
PERSONAL PROFILE

A Resourceful, Innovative and versatile hospital management professional with excellent skill in personnel management and hospital operations.
A Strong personnel with the ability to motivate personnel towards achieving organizational objectives and adhering to industry best practices. 
PROFESSIONAL EXPERIANCE

Manipal Technologies Ltd 

Administration executive – Finance and Accounts department – March 2019 – November 2019 
· Overall office management of finance and accounts department.

· Planning and organizing office meetings and affairs.

·  Liaising with national and international clients for their travel and visits. 
· Prepare reports and presentation with statistical data as assigned by Group- CFO

Aster MIMS Hospital.

Sr. Executive -Human Resource Department - June2013 – February 2014

· Manpower planning and assisting HR head for recruitment of all category of staff including doctors and building data base for future manpower requirements.
· Handling joining formalities of all employees recruited.
· Preparing offer letter and appointment letter for new joiners.
· Coordinating with induction and orientation of the employees on hospital and HR policies and functions. 
· Coordinating with recruitment agencies for employee recruitment thus by ensuring required  manpower at all levels. 
· Handling payroll and salary related activities of all category of employees.
· Coordinating with HR head for credentialing and privileging for doctors and nurses as per the NABH and quality standards of the hospital.
· Managing and responding to employee references from other organization through calls/ mails.
· Conducting employee feedback surveys, Analysis and reporting to the top management. 
Lotus Eye Care Hospital.

Asst Manager-HR and Operations – April 2012  - December 2013
· Human resource planning and recruitment as per the hospital need.

· Managing all the functions from employee joining to leaving formalities.

· Formulating and implementing increment, incentive and other reward policies based on the performance.

· Handling and coordinating the general administration work
· Solving the employee grievances within the organization. 

· Liaising with various government departments & administrative authorities for ensuring statutory compliances.

· Responsible for the hospital administrative affairs & patients services. 
· Monitors & controls the employees' orientation, supervises the activity of subordinates to assist in the execution of these responsibilities.
· Review operational reports and statistical data for the hospital on a continuous basis to help monitor assigned services operations.
· Maintains effective and professional working relationship with the Medical staff / Nursing staff and other patient care disciplines for the purpose of providing the best possible care for patients.
· Responsible for staff scheduling to include work assignments/rotations, employee training, overtime assignment, back-up for absent employees, shift rotations, etc.
Apollo cradle hospital

Sr.Executive-Operations – May 2010 – November 2011.
· Working in operations department in the hospital which control and monitor all day to day functions and operations of the hospital which includes all management areas like Human resource, housekeeping, guest relations, security, maintenance, transportation etc. 

· Conducting internal audits and inspections.

· Management of human resource – recruitment, selection and orientation.

· Conducting facility rounds and Inspections.

· Management of internal and external transport services of the hospital.

· Preparation of internal reports and periodical reports 
· Arrangement of meetings and its minute’s preparation.

· Handled the tasks of interviewing, hiring and training new administrative staff

· Support with the overall administration and day-to-day patient care operations of the hospital

· Responsible for the overall management and supervisory of all departments and administrative services.

PVS Hospital Calicut

Executive-Administration from June 2009   to May 2010 
· Experience in insurance handling – ESI

· Conducting facility rounds and audits.

· Handling patient complaints and their feedback analysis.

· Front office management.

· Handled HR Department for 6 months during the absence of the HR Manager by dealing with the following activities

· Orientation and induction of the newly joined staff.

· Maintaining the leave records.

· Handling employee’s personnel file. 
EDUCATION

Master of Hospital Administration:                                                                         2007 – 2009

Dr. NGP Arts and Science collage

Coimbatore, Tamilnadu, India

Bharathiar University

Post Graduate Diploma in Medical records management                                     2008 – 2009

Dr. NGP Arts and Science collage

Coimbatore, Tamilnadu, India

Bharathiar University
 B.sc., Zoology                                                                                                             2006-2008
 Zamoorians Guruvayoorappan College

 Calicut University
HOSPITAL INTERSHIPS

Apollo Hospital Bangalore – 4 months.

· Project title - A Study on Purchase Department in Bangalore city with special reference to Apollo Hospital, Bangalore.

· Project title – An organization study at Apollo hospital Bangalore.

· Project title – A study on medical records department with special emphasis on ICD coding.

Kovai Medical Centre Hospital, Coimbatore, Tamilnadu. – 2 Months

· Project title – An organization study at KMCH hospital which covers all departments in hospital.

COMPUTER PROFICIENCY
· Operating Systems: WINDOWS XP Professional

· MS Office (MS Excel, MS PowerPoint, MS Word)
AREAS OF INTEREST

· Hospital Administration

· Human resource management
· Hospital operations.
PERSONNEL PROFILE

Date of birth:                                                                                                 20th April 1987
Gender:                                                                                                          Female
Nationality:                                                                                                    Indian

Fathers Name:                                                                                               A.P Mohanan.

Mothers Name:                                                                                              Umadevi.
REFERENCES

Mr. Anil Shankar  - Group CFO – Manipal Technologies Ltd , Manipal , Karnataka 
Mr. Sathyam Reddy - Manager – Administration.  Lotus Eye Care Hospital, Ltd.Cochin
Mob: +919515999405
Mr. Lakshman – Chief Executive Officer. Apollo Cradle Maternity Care Pvt Ltd.Calicut, 
Mob - +919845553629
Mr. Basheer – Executive Director. Aster MIMS Calicut , Mob - +919847002154
Dr. Krishna Kumar – Chief Medical Officer. PVS Hospital pvt. Ltd, Calicut. Mob: +919847491212 
DECLARATION

  I solemnly pledge that the above furnished details are true to the best of my knowledge.





                                                                Manju Mohan .M 
