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Personal Summary

An energetic, driven and highly motivated professional with a strong desire to succeed and possesses the ability to build positive working relationships with customers. I have a great experience and professional gravitas through which understands the operational and development needs of a business. I always put the customer at the heart of everything I do, and constantly focused on what is important to my clients. A highly effective communicator with a prompt grasping client’s direction and requirements. I am confident that I have the skills, experience and ‘can do’ attitude to meet your expectations. Right now I am looking for an exciting and rewarding career with an ambitious company.
Professional Skills and abilities:

· Communication skill.
· Technical skill
· MS Office, Internet
· Office equipment such as Fax, Photocopiers and general office equipment
· Record maintenance
· Supervision skill. 
· Reliable and responsible.
· Strongly committed to assign task
· Good interpersonal and rapport building skill
· Adaptable and hardworking
Education profile:

	may’2006
	:
	Master of Social Work, Sardar Patel University from India

	Apri’2004
	:
	Bachelor of Commerce, Sardar Patel Universityfrom India


Work Experience and Job responsibilities

 CENTRE FOR MEDICAL CARE & EDUCATION
Designation: Patient Relation Executive.
Duration: From February 2009 to till date.

Over all responsibilities
· Assigned the tasks of coordinating, supervising and managing daily activities of the health care department.
· Responsible for ensuring the availability of sufficient health care staff to carry out administrative tasks efficiently. 
· Responsible for preparing manual documents by making use of computers.
· Worked with senior staff of the hospital and suppliers for handling daily administrative tasks.
· Responsible for handling and resolving issues within the department.
· Assigning duties to the staff for efficient working of health centre.
· Handled the tasks of interviewing, hiring and training new staff and existing staff.
· Provide psychosocial services to the entire patient treated by the facility in trauma ward.

· Evaluate each patient at admission and formulate appropriate plan.

· Provide consolation to prevent stress in group or individually.

· Guiding patients and encouraging them to express to tell their problem and feelings for the scope of betterment of service.

· Educating patient and their relatives/families about the policies and resources available in hospital.

· On call 24*7 at the time of mass casualty. 
Vodafone Store

Designation: Customer Service Agent.

Duration: From September 2007 to February 2009 .

Over all responsibilities:

· Responsible for answering walking inquiries and provide information relevant to the service or product asked for

· Make outbound calls to customers as part of after sales services

· Investigate customer problems and provide speedy resolutions

· Managed a high-volume workload within a deadline-driven environment. Resolved an average of 550 inquiries in any given week and consistently met performance benchmarks in all areas (speed, accuracy, volume).

· Helped company attain the highest customer service ratings (as determined by external auditors) -- earned 100% marks in all categories including communication skills, listening skills, problem resolution and politeness.

· Completed voluntary customer service training to learn ways to enhance customer satisfaction and improve productivity.
Personal Profile

	Birth Date
	:
	18/10/1982

	Gender
	:
	Male

	Marital Status
	:
	Married

	Nationality
	:
	Indian

	Language Known
	:
	English, Hindi, Gujarati

	
	
	

	Visa status

	:
	Visitor Visa 
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