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Work experience
AURUS, Mumbai Jan 2014 — Dec 2014 
Dish Hospitality Executive
· Managing stock
· Responsible for food safety
· Planning a menu
· Develop and cross train all team members
· Ensure a sense of urgency from all kitchen team members at all times
· Assign daily work stations and manage breaks
· Ensure cleanliness
· Manage the day-to-day operation
· Ordering food from suppliers
· Identify and solve real problems
· Improve performance
· Managing Employee Lunch
· Cashier (Weekends)
· Petty Cash
Invision April 2013 — Oct 2013 
Event Manager
· Development, production and delivery of projects from proposal right up to delivery.
· Delivering events on time, within budget, that meet (and hopefully exceed)expectations.
· Setting, communicating and maintaining timelines and priorities on every project
· Communicating, maintaining and developing client relationships
· Managing supplier relationships
· Managing operational and administrative functions to ensure specific projects are delivered efficiently
· Providing leadership, motivation, direction and support to your team
· Travelling to on site inspections and project managing events
· Being responsible for all project budgets from start to finish.
· Ensuring excellent customer service and quality delivery
Kokan Hospital, Mumbai Dec 2010 — March 2013 
Receptionist
· Greets patients and patients visitors, determines nature / purpose of visit and directs them accordingly
· Answers queries on telephone and makes appointments for the patients, over the telephone if necessary
· Provides information about hospital, such as location of departments / offices, employees within the organisation or services provided.
· Handles patients registration, all clinical booking procedures, schedules appointments and does follow ups
· Verifies fee collected from various patients and hands over the cash to the reception supervisor for depositing in the finance department
·  Maintains departmental records and files and takes care of department equipment
· Attends training courses related to new task, if required
· Performs other duties as and when required
· prepares pre-admission and admitting forms & reports and facilitates room tranfers & files registration for patients
Cybertech infosolutions India Pvt Ltd Oct 2007 — Nov 2010 
Sales Executive
· Organising sales visit
· Hardware and software programme installing
· Demonstrating / presening products
· Establishing new business
· Maintaining accurate records
· Attending trade exhibitions, conferences and meetings
· Reviewing sales performances
· Negotiating contracts
Power House Gym Nov 2005 — Dec 2007 
Freelance Gym TrainerPersonal Gym Training - Freelance 
Talwalkar's Sep 2005 — July 2007 
Fitness Manager / Assistant supervisor
· Support customer communications & inquires, Attend to the walk-ins
· Follow corporate & divisional procedures
· Provide coaching & counseling to Staff members
· Motivate teams to produce quality material & simultaneously manage several projects
· Attending General Meetings, Events, Promotions
· Floor Manager : Personal Gym Trainer & planning Exercise ( Achieved targets )
· Maintaining Cash & Bank Book & Petty Cash
· Preparation of Monthly funds request to our head office
· Liaison with Bank on day to day basis, Bank Reconciliation statements & all Other office related Administrative work
Bernard's Health club and spa March 2005 — Sep 2005 
Fitness Manager / coordinator/ customer service
· Support customer communications & inquires, Attend to the walk-ins
· Follow corporate & divisional procedures
· Provide coaching & counseling to Staff members. Motivate teams to produce quality material & simultaneously manage several projects
· Attending General Meetings, Events, Promotions
· Floor Manager : Personal Gym Trainer & planning Exercise ( Achieved targets )
· Massage Therapist ( Trainer ) ( Aroma ,Swedish ,Deep tissue & foot massage )
· Maintaining Cash & Bank Book
· Petty Cash
· Preparation of Monthly funds
· All Office Related Administration Work
Haidary English High School Jan 2004 — Jan 2005 
Computer TeacherComputer Teacher – Primary & Secondary  
SWC Consultancy services Sep 2000 — Dec 2003 
Supervisor
· Recruiting Job for Call center – Out calls
· Arranging Interviews
· Data Entry & e-mails 
Education & Qualifications
· T.Y.B.Com from Bhavans college of Arts, Commerce & Science 2001-2002
· H.S.C from Burani college of Commerce & Arts
· S.S.C from Jawahar Vidyalaya High School
· Certified Course in basic of MS Office, Internet (Aptech Computer Education)
· Computer Teacher’s Training (Maharashtra Rajya Prathamik Shikshan Parishad)
· MS Office 97, MS Word, MS Excel, MS PowerPoint & Internet
· Basic Hardware Course - Assembling, Upgrading, trouble shooting, Download programs  (Pentium Computer Education)
· Training in Restaurant – Aurus Juhu ( Cashier, Housekeeping, Supervisor )
· Certified Personal GYM Trainer course from K11 Institute & Talwalkar’s
Skills
Language :
· English
· Hindi
· Marathi
· Konkani
Computer :
· Ms office
· Basic Hardware & Programming
Others :
· A Smart Team Player
· Strong Leadership quality & managerial abilities
· Good Communication & interpersonal skills
· Ability to take initiative & responsibility
· Ability to motivate teams to produce quality material & simultaneously manage several projects
· Ability to handle pressure effectively & work independently with high customer service orientation
· A good trainer ( Coaching & Counseling )
Interests
Listening Music, Cooking, Long drives, Swimming, Body building & Surfing Internet. 
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