	Position
	                    Senior Executive / Executive - Administration

	Job Description
	1. Rail ticket, Bus ticket and Air ticket booking.

2. Car Management which includes Ambulance/ Hired vehicles / Owned Vehicles:

· Responsible for timely renewal of insurance. 

· Processing and coordinating Car insurance claim.
· Liaison with Transport department for fitness certificate, Permit etc.
· Duty allotment of Drivers & preparing of Roster.

· Monitoring timely renewal of Tax Token and Fitness Certificate & Pollution Certificate.

· Duty allotment of pool cars, ambulance etc.
3. Vendor Management includes:

· Travel Agencies, Car agencies, Bus Agencies etc.

· Checking of bills & processing for payments.

4. Hotel and Guest House bookings.

5. New installation & recharge of DTH and TV.

6. New CUG / Data connection management, CUG network issue & billing services.

7. General Administrative Jobs or jobs as and when assigned by HOD, includes:

· Coordination with various departments for travel, hotel reservation, etc.

· Co-ordination with Travel Agents at the time of processing Visa, etc.

8. Processing reimbursement claims (viz. fuel, car repairing, and conveyance & tour expenses).

9. Processing bills including utility bills and follow-up for their timely payment.

Bills related to air ticket, railway ticket booking; bill of security & housekeeping  agencies; Hotel reservation, Guest house; Car booking bills; Photocopies, telephone bills, electricity bill of Guest house/ hospitals/hostels/ college.

10. Preparation of various MIS (Car MIS, vendor bills processing, Air ticket bills processing, Travel related, etc.)

11. Preparation of Miscellaneous letters:

· Security agencies contract renewal letter, includes preparation of various rate structure for security & housekeeping agencies.

12. Maintaining all the licenses related to the hospital pertaining to various statues/ compliances. Timely renewal, Updating and keeping all records as per statutes.

13. Liaison with all Govt. Offices and Officials in regards to various licenses.

14. Co-ordination with all departments under Medical College & Hospital (directly) / Nursing College / Nursing accommodation, & Projects (partially, issue based, within limited scope).


	Desired candidate profile
	· Experience in Hospital / Healthcare sector is preferred.

· Good Communication, interpersonal & high networking skills.

· Pleasing personality. 

· Conversant in MS Office. 

	Experience
	8 - 12 years; Minimum 3 - 5 years experience in Hospital Administration.

	Industry Type 
	Hospital / Healthcare sector

	Role
	Mid Level

	Functional area
	Administration

	Education
	Graduate

	Compensation
	As per industry standards; (Rs. 3 L p.a. – Rs. 3: 40 L p.a.)

	Location 
	IQ City Medical College & Hospital, Durgapur


	Brief about the Profile



	IQ City Foundation has promoted the 100 acre IQ City Knowledge & Health Campus, with all necessary infrastructural facilities, which hosts a Medical College, a Hospital & a Nursing College at Durgapur started operations in 2013 with an intake of 150 MBBS students every year. An 800 bed hospital & Nursing College has intake of 60 students every year, are attached to the College.
Please visit www.iqct.in or www.iqctmedicalcollege.in for more details.




