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Gulfjobseeker CV No: 899076
To interview this candidate call 97150-5905010

Or email us back filled up Vacancy Form

http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc
VISA STATUS : TOURIST
Objective : -  Seeking a challenging position that allows me to perfect my skills in your organization.  I want to work with a progressive organization where I can utilize my knowledge and skills for the mutual benefit of the company and myself."
Experience : - 

	COMPANY
	DESIGNATION
	DURATION

	Vizebh Agri Science Pvt. Ltd. , Vadodara
	Manager – Admin / HR
	July 2014 to January 2015

	Vizebh Communication & Networking LLC ,

Dubai
	Manager – Admin / HR
	September 2012 to July 2014

	Shree Krishna Hospital

Karamsad
	Assistant

( Mgmt./Admin. Duties )

( Hello Health - Operations )
	November – 2008 to July 2012

	Bhakti Traders Pvt. Ltd.
	Office Assistant /

Computer Operator
	July – 2001 to October 2008


Education : - 

	Exam
	Board / Uni.
	Year
	Grade

	PGDBA

( Post Graduate Diploma In Business Administration )
	Sardar Patel University
	2010
	Second

	B. Com.

( Bachelor of  Commerce )
	Gujarat University
	2001
	Second

	H.S.C.
	G.H.S.E.B.
	1998
	First

	S.S.C.
	G.S.E.B.
	1996
	First
	


Add On Qualification : - 

	Exam
	Board / Uni.
	Year
	Grade

	D.C.A

(Diploma in Computer Application)
	Anand Computer Centre
	2012
	First

	Spoken English
	P.S. Consultants
	2009
	First



	TALLY
(Computer Account)
	P.P. Computer
	2009
	First

	NCFM
	National Stock Exchange
	2008
	Second

	(Computer)

C.P.I.S.M.
	Aptech Computer Education
	1999
	Pass


Training : - 
* Attended training by C.E.O. Regarding grooming , services , mission etc. in 2008

* Attended training by C.E.O. Regarding Business Management / Administration in 2009.

* Attended training by C.E.O. Regarding Business Development in 2010.

* Attended training by GM Regarding Guest / Client Relation in March 2011.

*Attended training by Director ( Mr. Vivek Randeria ) ( Corporate Trainer ) regarding Business & Personality development in July 2011.

*Attended training by Director ( Mr. Vivek Randeria ) ( Corporate Trainer ) regarding Values , Quality , Behaviour etc. in August 2011.

Strengths : - 
Familiar with OPERATIONS, HR, ADMIN., & STORE Department’s Work. Strong problem solving skill. I have ability to perform under pressure , I have also leadership quality.

Achievements : - 
I won award during my school level education. I got certificate in sports.

Personal Details: - 
Age


:- 29 Year




Gender

: - Male




Marital Status

: - Married




Language

: - English , Hindi , Gujarati

· Job Responsibilities:   Vizebh Agri Sciences Pvt. Ltd.

· Plan, organize, direct, control and evaluate the operations of human resources or personnel departments

· Plan human resource requirements in conjunction with other departmental managers

· Co-ordinate internal and external training and recruitment activities

· Develop and implement labour relations policies and procedures and negotiate collective agreements

· Administer employee development, language training and health and safety programs

· Advise and assist other departmental managers on interpretation and administration of personnel policies and programs

· Organize and conduct employee information meetings on employment policy, benefits and compensation and participate actively on various joint committees

· Direct the organization's quality management program

· Co-ordination with other departments for the successful functioning of the company

· Meeting with departmental representatives to discuss HR issues.

· Referring issues to senior HR staff.

· Assisting developments with their recruitment needs through liaison with agencies/advertisers.

· Coordinating prospective candidates, interviewing them and administrating offers.

· Conducting induction of new staff.

· Participating in the collection of market salary information for the annual review.

· Inputting into the monthly payroll.

· Assisting with the production and implementation of HR policies and procedures.

· Responding to other ad-hoc queries from other personnel in the organization.

· Work with representatives of different departments to discuss issues within their departments.

· Maintains the work structure by updating job requirements and job descriptions for all positions.

· Maintains organization staff by establishing a recruiting, testing and conducting and analyzing exit interviews, recommending changes.

· Prepare employees for assignments by establishing and conducting orientation and training programs.

· Maintains a pay plan by conducting periodic pay surveys, scheduling and conducting job evaluations; preparing pay budgets; monitoring and implementing pay structure revisions.

· Ensure planning, monitoring and appraisal of employee work results by training managers to coach and discipline employees; scheduling management conferences with employees; hearing and resolving employee grievances; counselling employees and supervisors.

· Job Responsibilities:   Vizebh Communication & Networking LLC

REPORTING TO CHAIRMAN AND MD

* Office Management (Reception area, Staff & Muster Attandance, Office Insurance Renewal,  Office License Renewal etc.

* Accommodation Management (All type of process like New / Vacate / Renew / Maintenance)

* Transportation Management (Daily exchange duty schedule, Vehicles Insurance Renewal,    Vehicles Mulkia Renewal, Vehicles Maintenance etc.)

* Treating and Handling of Employees and Drivers
   (Including New Visa, Accommodation , Training , Leave , Attandance, Resign , Visa cancel & Deport Process)

* Mess Management 

* Dewa Process (New Tanancy Agreement & Cancellation of Agreement etc.)

Other Administrative Duties given by Chairman & MD

Job Responsibilities:   SHREE KRISHNA HOSPITAL

	Name:  Mr. Snehal B Vyas 
	Dept: Hello Health 

	Designation:  Assistant ( Mgmt./Admin. Duties )

( Hello Health - Operations )
	Reporting To: Co-ordinator


ADMINISTRATION / MANAGEMENT : -
· Administrative Duties of Health Checkup Department.
· Managing health checkup department and monitor that Health Checkup program is going smoothly or not without any problem to clients. 
· Oversee database management for quality assurance.

· Maintain lobby and front desk area keeping it clean and free from clutter.
· Patient counseling, patient problem solving, managing doctor’s schedule with clients.
· Book the patient with the registration number in the help-desk module. In the remarks column type in the corporate / HCU details. Do separate corporate client entry in the corporate registration module. 

· Reconfirm all appointments the same day prior the checkup.
· Maintain appropriate interpersonal relationships with clients.
· Provide client with registration form, consultation sheets, & pre-sterilized containers, along with patient file, approns.
· Any other departmental duties as assigned by the Management from time to time.

ACCOUNTANT / CASHIER : -

· Generate bill as per tariff of the check-up along with receipt.
· To complete Cashier formalities.(Collect Cash)
· Generate bills of corporate clients (Company) as per tariff. 
· Manage bills with company wise and generate a statement.
· Generate weekly report at weekend regarding weekly revenue.
STORE MANAGEMENT : 
· Order office supplies and monitor inventory. Check quality & quantity , inward all inventory Managing inventories like Stationary Items, Printing Items, Housekeeping Items , Medical Items , Laboratory Items , Pharmacy  Items.
OFFICE : - 

· Remaining report will be dispatched to the approved person by courier after review. [ in case person does not want to come]

· Type and word & excel process documents as needed.

· Assist staff with administrative duties as requested.

· Cooperate in the maintenance and/or modification of agency data collection system to ensure it meets requirements.

· Assist with completion of necessary reports as requested.

· Compile statistical information for Program Coordinators as requested.
