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RIMMI SAHAEE
BA, PGDBM
rimmisan@gmail.com
+91-931-153-6200
SYNOPSIS:
A dynamic executive with 20+ years of proven expertise, in all aspects of coordination, logistics, HR and communications; highly motivated with a strong commitment to ethics and employer loyalty and a problem solver with experience in different business aspects, constantly seeking out cost-effective ways to find solutions to business challenges. Determination, strategic thinking and excellent time management skills ensure a positive contribution to any work environment.

AREAS OF EXPERTISE:
HR, Communications, Hospitality, marketing, Finance and Administration

CAREER OBJECTIVE:
To pursue a long-term challenging career with a progressive company that is respected for its high ethics, excellent reputation and forward-thinking business philosophy. 

PROFESSIONAL EXPERIENCE       
1)  U4RAD Technologies LLP, Gurgaon

From November, 2021 till December, 2022

U4RAD Technologies LLP provides Radiology services having a team of Radiologists that report various diagnostic services.  XRAi Digital is a part of U4RAD and is a home diagnostic service – beyond pathology - whose sole purpose is to provide good quality diagnostic based care services to patients/customers like ECG, X-ray, PFT, Health Check-up  in the very comfort and convenience of their homes, through the use of an online digital platform and provides.
Major Responsibilities Included:

· Recruitment and retention of staff.

· Maintenance of the Attendance management process.

· Handling formal grievance and disciplinary process and appeals.

· Formulate various policies for the organization.

· All HR related activities like screening of resumes, shortlisting profiles, shortlisting candidates for interviews, ensuring the selected candidates are given the Offer Letters and Appointment Letters issued within 2 days of their joining. 

· Preparing and updating employee personal files for current and left employees.

· Maintaining a ‘To Do list’ tracker to ensure that all pending points are covered and met within a stipulated time.

· Prepare Minutes of the meeting on an ongoing basis.

· Calculate case based incentive for the technicians and ensure the same is disbursed by the 15th of every month.

· Ensure the Induction Program is given to all new joiners , issued ID Cards, training programs on various modules like ECG, blood sample collection etc.
· Administrative duties such as keeping inventory of medical equipment and supplies, setting staff schedules, updating and maintaining patient records, and being an information resource for patients and healthcare workers.
· Financial duties such as ordering medical and stationery supplies
· Finding innovative ways to optimize the level of healthcare while also reducing the facility’s costs
· Developing departmental goals and objectives for workers to improve the patient experience
· Recruiting, training, and supervising healthcare workers
· Recruiting employees across the country and help develop International collaboration as well
2)  Metro Hospital & Heart Institute, Palam Vihar

From September 2017 till September, 2019
Metro Hospitals and Heart Institute, Palam Vihar, offers a collaborative healthcare atmosphere where course of treatment is conducted within the world’s best technological and infrastructural experience. 

Metro Hospitals and Heart Institute, Palam Vihar, offers a collaborative healthcare atmosphere where course of treatment is conducted within the world’s best technological and infrastructural experience. 

Major Responsibilities Included:

· Recruitment and retention of staff.
· Maintenance of the Attendance management process.
· Handling formal grievance and disciplinary process and appeals.
· The design and delivery of training and development programmes.

· The maintenance of effective employee relations including participation in local formal consultation machinery and processes of job evaluation, salary administration and reward management.

· Manpower planning.

· Collection of data-recruitment

· Short-listing of resumes, arranging for interviews

· Selection of candidates, offer letters

· Joining formalities-induction and training

· Maintaining and updating employee files and maintaining their records in the software

· Retention, motivation and maintain office discipline

· Employee relations, Grievance handling, Stay interview, Exit interview, full & final settlement of the employees
· Preparing Service contracts for doctors & employees, experience certificates to ex-employees & trainees

· Circulars, rolling out training calendars, issuing warning letters for misconduct, termination letters, show cause notice etc.

· Maintaining leave record of all employees and doctors on monthly basis; updating locum duty calendar for Cardiac doctors on monthly basis to ensure smooth functioning of the CCU/ICU

· General HR duties: Checking attendance on weekly basis; update joining/leaving sheet; update employee files; update doctor files; update bank a/c details of new joined; update employee details in HIS software; issue employee cards to new joined; update locum duty calendar on monthly basis; update doctor’s schedule; issue appointment letters; issue ID cards; training records; renewal of contracts.
3)  Fortis Memorial Research Institute


From May 2012 – June, 2017 – International Lounge


Fortis Memorial Research Institute is a multi super specialty hospital with an enviable faculty, reputed clinicians, including super sub specialties and specialty nurses supported by cutting-edge technology.

Major Responsibilities Included:
· Customer Handling (patients and attendants) – Provide patients with adequate and appropriate response regarding activities conducted in the hospital. Ascertain the purpose of visit and direct them to appropriate staff. Demonstrate exemplary customer service. Provide administrative support to medical personnel and also to the administrative and finance department.

· Coordination between patients and respective departments - Scheduling appointments, medical treatment to be undergone, finance.

· Maintaining correspondence and feedback forms to generate MIS reports to analyse patient / attendant satisfaction level on weekly basis.
· Coordination between various departments – Admission, treatment process and discharge. 
· Train and evaluate office staff on various modules.
· Data Management on Report Hook and Trak Care software.

· Customer relationship management and retention processes.

· Ensuring the timely availability of the services by proper coordination between engineering, housekeeping, security and IT – Snag, response and resolution time.

· Customer Support - Inform patients and partners about daily outstanding payments for transparency in billing and timely control of outstandings.
· Calling patients scheduled for discharge, follow-up in case of delays; TAT time of room vacancy.

· Engaging with insurance companies and ensuring smooth functioning by virtue of credit letters received on time, submissions and follow up for outstanding.

4)  GMR, DIAL (Delhi International Airport (Pvt) Ltd), Delhi
From June 2007 – May 2012 as Associate Manager – IT
GMR Group is the fastest growing infrastructure organization in the country with interests in Airports, Energy, Highways and Urban Infrastructure (including SEZ). Employing the Public Private Partnership model, the Group has successfully implemented several infrastructure projects in India. In this fast-paced role with the country’s largest airport and construction developer, the job description requires prompt, personalized and strategic service in liaising with several vendors and senior management from a communications, procurement and management perspective.

Major Responsibilities included:
·  Managing all administrative MIS and acting as SPOC for query resolutions.
·  Managing Vendor relationship.
·  Conducting quality system audits and inspections for all departments.

·  Imparting quality system awareness to all employees.

·  Document processing of purchase transactions. 
·  Developing and maintaining database for important services.

·  Managing administrative services for 3000 employees - Management processes and training to maximize employee productivity and retention
·  Managing and Organizing various employee related - events/functions.
·  Processing of purchase requisitions and purchase orders through SAP
5)  WNS, Gurgaon
From September 2005 to October 2006, Senior Executive – Administration and Facilities
WNS a leading Global BPO (business process outsourcing), company:  WNS "extends the enterprise" of some of the world’s best brands. Through its global delivery network and a comprehensive outsourcing services offering, WNS deliver business value to its clients by combining operational excellence and deep domain - industry and functional - knowledge. 

 Major Responsibilities included:

·  Managing accounts for Mobility and landlines & other telecom facilities

·  Handling all new connections and all guest house bookings

·  Acting as SPOC for all the query resolutions
·  Developing and maintaining database, negotiating the commercial and other terms 

·  Conducting audits and inspections for smooth functioning 

·  Managing transport facilities for all the out stationed guests and clients

·  Managing petty cash for the special functions and events and for monthly expenses

·  Developing and maintaining processes and methodologies for leveraging best practices and implementing and continues improvement.
6)  TeleTech Services (India) Limited, Gurgaon
From August 2004 to September 2005 as Executive – Administration 

Since 1982, TeleTech has thought and acted outside the traditional boundaries of business. This comes from the Teletech belief that every challenge brings new opportunities; and driven to identify these possibilities at every turn.  TeleTech is a BPO & a joint venture between Bharti Group and TeleTech Holding USA.

Major Responsibilities included:

·  Managing various administrative activities.

·  Report Generation and MIS Preparation 

·  Co-coordinating with other departments to ensure the smooth functioning of the facilities
·  Managing vendor management for administrative services contracts

·  Managing Relationships with existing and Potential Customers

·  Using of Oracle Package for receiving of materials/services

Key Achievements: 
(A) Got the “Best Performer of the Quarter Award”
(B) Recommended for Six Sigma Yellow Belt Certification

7)  The Bristol Hotel - Gurgaon
 From 1999 to 2000 - Assistant Business Development Manager

Major Responsibilities included:
·  Formulating Sales & Marketing strategies, Budgets, Sales targets 

·  Representing Sales & Marketing departments during inter office meeting aiming at guest satisfaction

·  Relationship Management with multinational companies and corporate giants 

·  Developing new accounts for the business aiming at enhancing total revenue

·  Representing the hotel in various events.
ACADEMICS & PROFESSIONAL SKILLS

· Quality Management System (ISO9001-2000), BSI Management Systems, Delhi - 2008
· PGDBM - Symbiosis Center for Distance Learning, Pune – 2007
· Course in Conferences, Conventions & Exhibition Services Management – 1992
· Bachelor of Arts – Miranda House, Delhi University - 1991
COMPUTER PROFICIENCY: Well conversant with computer operating systems DOS & Windows, having sound working knowledge of Internet and systems.

SPECIAL INTEREST: writing short stories and poems, travelling, adventure sports. 
