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Name			:	Simranjit Kaur Kanda
Address			:	No 19 SS 14/3C, Subang Jaya,
				47500 Petaling Jaya, Selangor, Malaysia.

Contact Number	:	+6 012-224 7933
Email			:	simranjitkaurkanda@gmail.com
Age			:	44
Date of Birth		:	4th November 1978
Gender			:	Female	
Nationality		:	Malaysian	
Race/Religion		:	Punjabi/Sikh
Language spoken	:	English, Bahasa Malaysia and Punjabi
Language written	:	English and Bahasa Malaysia
………………………………………………………………………………………………………………………………………………………………....
QUALIFICATIONS
2022			:	MBA – International University Malaya Wales (Dual Award) – CGPA 3.49
				
2001			:	Business Administration	
				BA (Hons) Business Administration, University of Hertfordshire, UK

2013			:	Learning Disorders Management and Child Psychology
				DIPLOMA
				College of Allied Educators, Singapore

1998 - 1999		:	Business Administration
				Diploma Part 1 & 2
				Stamford College, Malaysia

1997			:	Administration Management
				Diploma
				METRO, School of Administrators and Secretaries, Malaysia





Professional affiliations 

2023			:	Customer Service Institute of Australia (CSIA)
				Professional member
				Customer Care Manager (ANZSCO 149212)

Other Certificates

PTE (English Assessment Test) – Band Score 76	
Soft Skills Training
PDPA Compliance Conference
First Aid & CPR
Conducting effective Domestic inquiry
Patient Care Program
Improving Services – Hospital Complaint and Incident Management Process
Handling Complaints & Conflict Professionally	
Communicating for Success


Primary & Secondary Education

1991 – 1995		:	Sekolah Menengah Kebangsaan Assunta, Selangor, Malaysia
1985 – 1990		:	Sekolah Rendah Kebangsaan Assunta, Selangor, Malaysia













Employment History
Company Name	:	Columbia Asia Extended Care Hospital, Selangor, Malaysia
Years of Services	:	16 years
15th October 2007 – Present
Hospital Background	:	A licensed extended care hospital established in 1997, that provides 
high standards of medical, nursing and rehabilitative care to patients that suffer from long term clinical ailments.

Designation		:	Customer Care & Marketing Manager

Job Description		:	Marketing Activities
				External Marketing
· Creating awareness to the public and other health care facilities on Nursing & Rehabilitation Services provided by Columbia Asia, hence visiting other medical facilities and maintaining a close liaison with consultants and nursing team is essentially carried out on a regular basis.

· Coordinating and executing various Community Health Campaigns, such as a Free Health Screening Tests for the ageing society at various non-profit organizations.

· Planning, coordinating, and carrying out Community services between hospital personnel and welfare centers. During such visits, welfare homes residents are given primary medical treatment along with other essential requirements that contribute towards their wellbeing.

· Constantly identify and arrest business development opportunities that would directly contribute towards the growth of the hospital (i.e., increase patient base)

· Monitoring & managing monthly hospital revenue and debtors aging list. 







PR Activities
Social Media
· To ensure that hospital activities/Consultant write-ups and live talks/current health related articles are posted onto the centralized hospital FB page, and to streamline all activities onto one social media platform. Similar initiatives are taken for Instagram and the company webpage.

Internal Marketing

· Handle and entertain all enquiries that are made with regards to the hospital services and facilities. All walk-in, telephone or e-mail enquiries are revered to professionally with a personal touch and adequate information of our operations is provided accordingly.

· Patient medical background information is to be accurately obtained and subsequent details on impending medical and rehabilitation services is to be promptly related, along with all relevant charges and payment schedules.

· Conduct specific training sessions to ensure hospital personnel are well informed of proper ethics where customer service is concerned. Care givers are briefed periodically on Proper Customer Care Protocols while in contact with patients or their family members. Subject matters on Face to Face Communications, Telephone Ethics, Personal Appearance and Body Language are constantly deliberated and discussed.

· Formulate and maintain departmental SOP for both Marketing and Customer Care.

Customer Relations Activities
· Prior to an admission, all relevant patient data and medical information is related to the relevant Medical/Nursing personnel to facilitate all necessary preparations and a seamless admission process.

· Oversee and assist in the general admission process. Monitoring bed management for admissions on a daily basis and outpatient services to walk-in customers. 

· Maintain round the clock, open channel of communication for further potential enquiries and prevailing customer request and grievances. 

· In the unfortunate event of a highlighted customer complaint or grievance, statements are recorded from all relevant parties, an official investigation is carried out and subsequent response is related back to the patient or family member within 5 working days recording all findings and counter measures taken.

· Formulate relevant editorials and maintain an updated community and informative hospital bulletin board.

· Counseling and maintaining close relations with patients and their family member. Providing grief support where necessary.

PDPA Officer
· Ensure that all staff are trained on PDPA related topics and the necessary compliance within each department. 

Summary of previous employment

Company Name	:	Global Doctors International Medical Clinic
Years of service		:	9 months
				17th January 2007 – 5th October 2007
Designation		:	Public Relations & Marketing Executive

Job Description		:	
· Formulating training sessions for staff, coordinating and planning seminars for resident consultants.
· Coordinating healthcare campaigns at local malls and residencies
· Liaising with corporate companies wanting to be on their healthcare panel of hospitals
· Formulating Specialist clinic brochures, promotional leaflets, adverts and corporate gifts.



Company Name	:	Sentosa Medical Centre
Years of service		:	8 months
				3rd January 2006 – 11th August 2006
Designation		:	Public Relations & Marketing Executive

Job Description		:	
· Liaising with patients and attending to complaints
· Complaint’s reporting
· Liaising with corporate companies to be on the hospital panel, formulating promotional leaflets, adverts and corporate gifts
· Coordinating healthcare campaigns
· Formulating training sessions for staff, coordinating and planning seminars for resident consultants.

References

Dr Zaireen Zamri
Past Resident Medical Officer at Columbia Asia Extended Care Hospital
Tel: 019- 300 6247

Reference letters from past employment can be provided during the interview.
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