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M o o l ay i l  H o u s e
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E X P E R I E N C E

Neo Hospital 2022 - 2023

Hr manager & Admin

Provided primary management of hospital operations for a 24-hour mixed

specialty/general practice.

Oversaw the transition from a general practice into a full 24/7 facility including

administrative, human resources, day-to-day hospital management and client interface.

Oversaw daily operations of specialty, emergency/critical care and general

practiceincluding sta� con�ict resolution, client resources, building and grounds

administration.

Compiled and maintained con�dential, employment history records.

Manage HR departments (payroll, bene�ts & recruiting) for 100 employee

company

Approve leaves of absence, tuition reimbursement and workers'

compensation requests

Regularly update employee handbook with changes to background

check requirements, onboarding and bene�t packages

Fatima Hospital Lucknow 2018 - 2020

Hr manager

Manage HR departments ( bene�ts & recruiting) for 200 employee

company

Approve leaves of absence, tuition reimbursement and workers'

compensation requests

Regularly update employee handbook with changes to background

check requirements, onboarding and bene�t packages

Implemented improved training on workplace safety and applicant referral process

Performed background checks on all applicants before extending o�ers

Kaliyan Silks 2014 - 2018

Supervisor

Positive system 2011 - 2012

Service Engineer

E D U C A T I O N

Avodha 2023

Hr specialist

Mg University 2014

Msc computer science

Grades - 60

TCIL-IT(Govt.ofIndianenterprices 2011

ADCHMN (Hardware & Networking)

Grades - 73

MG University 2010

Bsc computer science

Grades - 57

R E F E R E N C E

Mini Jose - Administrator

Neo Hospital

M : 8921281849

OBJECTIVE
To  c o n t i n u e  m y c a re e r  w i t h  a n

o r g a n i z a t i o n  t h a t  w i l l  u t i l i z e  m y
M A N AG E M E N T,  S U P E RV I S I O N  &

A D M I N I S T R AT I V E  s k i l l s  t o  b e n e f i t
m u t u a l  g row t h  a n d  s u c c e s s .

SKILLS

E m p l oye e  Re l a t i o n s

Re c r u i t i n g

H u m a n  Re s o u rc e s

Tr a i n i n g

C o m m u n i c a t i o n

D e c i s i o n - m a k i n g

O r g a n i s a t i o n a l

L e a d e r s h i p

M u l t i - t a s k i n g

Te a m wo r k  a n d  c o l l a b o r a t i o n

R i s k  m a n a g e m e n t

,  M i c ro s o f t  O f f i c e

E xc e l

P owe r  p o i n t

LANGUAGE
E n g l i s h  ,  M a l ay a l a m ,  H i n d i


