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Managerial Assignments in Administration / Team Management with an organisation of repute
ProfessionalOverview
· A result oriented professional with 2.5 years of comprehensive experience in Administration & Team Management.
· Presently working with HOSPITAL RESEARCH & DIAGNOSTIC CENTRE, MANGALORE as Assistant Administrative Officer
· Possess excellent interpersonal, communication &organizational skills with a pro active attitude.
OrganisationalDetails
Growth Path:
May ’12 to Oct ’12 :Asst Front Office Manager (Full time)
Nov ’12 to July ’14 : Front Office (Part time)
Since Aug ’14: Assistant Administrative Officer (Full time)
· Framing work direction and plan for the associates after thorough assessment of their capabilities.
· Implementing Systems, migrating systems to upgraded versions to achieve maximum efficiency and effectiveness in productivity.
· Developing hospital information brochures, imparting training and development for the employees
· Organising doctors meeting and other events & handling protocols and procedure development.
· Handling advertisement and medias. 
Education
· MBA specialising in Finance from VTU, Belgaum, Karnataka, India in 2014 with First Class
· BBM specialising in Finance from Mangalore University, India in 2012 with First Class
Attainments
· Awarded “Student of the Year” in MBA (Highest student award of the college)
· Elected as VP of the college while pursuing MBA
· Participated and won several competitions in college and inter college levels 
ITSkills
· Well versed with MS Office & Tally
PersonalDetails
Date of Birth 


:     31st, March 1991
Nationality


:     Indian
Religion         


:     Islam
Marital Status 


:     Single
Visa validity


:     visit 
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