Rajbir Sandhu
27112 Starkey LN ● Brownstown, MI 48174
          Cell: 734.486.8262● Email: rajsan@live.com


Human Resources Manager
· Goal-driven, compassionate and accountable professional with over 5 years of related, hands-on experience in home health care.
· Proven track record of successfully managing personnel, finances, facility operations and admissions.
· Ability to use strong communication, organizational and problem solving skills and to liaise with various departments.
· A results driven, self-motivated and resourceful human resources manager with a proven ability to develop and strengthen management teams in order to maximize company profitability and efficiency.
· Remarkable supervisory and administrative experience in home health care setting.
· Outstanding knowledge of the health care policies. 
· Familiarity with Federal and State laws and guidelines pertaining to Home Health Care. 
· Outstanding leadership and managerial skills.
· Ability to resolve various problems.
Areas of Expertise Include:
Staff Training & Development				Human Resources
Staff Performance Evaluation 				Team Coordination & Leadership
Decision Making & Problem Solving 				Time Management
Implementing Policies				Budget					
	
EDUCATION
B.S. Business Administration – 2013
Columbia Southern University, Orange Beach, AL – GPA 3.57

Certificate in Human Resource Management
Certificate in Information Technology
Medical Billing and Coding Diploma
PROFESSIONAL EXPERIENCE
Cherish Home Health Services, LLC – Inkster, MI 				Nov. 2009-Dec. 2013
Human Resources/Managing Director
Direct all administrative and clinical matters. Design, implement, and maintain a variety of systems and guidelines to ensure and monitor compliance within rules and regulations. Recommend staffing needs, ensuring patients ongoing service needs are met. Address and resolve staff and patient complaints. Develop and introduce new processes to ensure the safety of the staff and patients. Maintain a highly productive, efficient, and quality-driven environment at all times, with a focus on patient care. Supervised and evaluated performance of office personnel. Assisted with the development of practice objectives to ensure financial profitability through short and long range planning to achieve and maintain growth. Collaborated with administrators of other departments to share best practices and address common problems and complaints. Successfully oversaw all human resources functions at this large homecare. Conducted and/or supervised all new hire and exit interviews. Accurately answer employee questions regarding benefits, bonuses, holiday pay, etc. Conducted PAC, Board, Budget, and interdepartmental meetings to ensure a smooth-functional work environment with few discrepancies. 
· Created and integrated a new employee handbook to replace the outdated guide.
· Implemented a new bonus program based on overall work performance to motivate the staff

Home Health Care Associates – Farmington Hills, MI				2007-2009
Human Resources/Office Manager

Maintains and reviews applicable regulations, determines client eligibility for services, and assists and/or refers clients to other resources. Provides outreach services to develop and grow the Home Health department client base. 

· Process and track new client referrals and home modifications, including obtaining M.D., orders and start of care. 
· Notify PT and OT of home modification requests and assist with scheduling home modifications. 
· Manage eligibility and insurance verifications.
· Facilitate weekly referral update meeting with key staff. 
· Hold case conferences with appropriate staff to determine adequate staffing prior to accepting client. 
· Respect the confidentiality of information in client records. 

· Share information in client records in accordance with agency policy. 
· Protect documents in a manner that prevents unauthorized access. 
· Comply with agency policies and procedures as well as community and professional standards. 
· Assure compliance with applicable state and federal standards. 
· Manage our outreach to potential referral sources following HIPAA guidelines. 

NYX Inc – Livonia, MI								2005-2007
Receptionist/Human Resources Coordinator
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