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RESUME

Contact Information 

Darshana 
CURRICULUM VITAE

	OBJECTIVE:


To build up and manage a professional spa function on specific sites, ensuring

Professionalism, service, personnel satisfaction and development and to ensure profitability.
Seeking an opportunity to work for an organization as a Front Office Administrator that will employ my ability to manage customers and schedules to maximize its work and position in the industry.

Key Functions:

                                                             



· Answered customers’ calls and guided them by solving their predicaments.

· Received and greeted clients politely, leaving a positive impression of the firm in their       minds.

· Sorted general complaints and issues of workers and customers.

· Set appointments for managers and clients per request, with due consideration to their schedules.

· Coordinated with the staff at meetings and conferences to make arrangements for refreshments and meals.

· Collected emails and replied as per the instructions of seniors and mangers.

· Good communication skills, writing and customer service skills. 
· Have Proficiency of working on software, hardworking, committed to work and can work under pressure.
· Self-motivated and flexible to work with negligible supervision
· Excellent written and verbal communication skills
· Able to meet deadlines along with working under pressure
· Have high level of self efficiency
· Motivated team player, adept at supporting team members in achieving personal And professional goals.
	Academic Background:


· Passed SSC Exam from Gujarat Secondary Education Board, Ahmedabad in April 2000.

· Passed HSC Exam from Gujarat Secondary Education Board, Ahmedabad in May, 2002. 

· Passed T.Y.B.Com Exam Gujarat University, Ahmedabad in April 2005. 

· Passed Foreign English Language Course from North London Management school Of London 2011.

COMPUTER LITERACY: 

· MS Office

· Internet & E-Mail Operations

· Tally 6.3

	WORK EXPERIENCE:


PROFESSIONAL EXPERIENCE FROM (June 2006 to till date)

	Job Profile:


· Handling Courier inward & outward & Regd Ad.

· Manage Inbound and Outbound calls 

· Have Proficiency of working on software’s, hardworking, committed to work and can work under pressure, handling to office boy, allocating them task, supervising the task and follow.

· Impressive personality with good communication skill and can speak and write Hindi, Gujarati, English.

· Distribution of cheques to parties by Courier 

· Coordinate with HR during Interview Daily Attendance of House keepers, peons and Drivers.

· Looking after House-Keeping & Maintain & Arrange In Utility/ Display And Interface 

· Stationary Purchase & Issue and Maintain Stock      

· Arrange to Send Material while anybody’s visit to plants. 
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Prepare Sales Kits for Marketing Team.
	Worked with:


Tenure
              : Current Working (Jan 2016 to till)

Designation
              : Asst Spa Manager

	Job Profile:


· Responsible to schedule therapist, housekeeping, admin roster

· and ensure punctuality

· The entire therapists are following spa ethics,

· Etiquettes, sops, rules & regulations every day.

· We  have to achieve the team/centre targets

· Conduct, weekly & Monthly meeting with team (Therapist and

other reporting staff for smooth functioning of the center)

·  Maintaining proper presentation & peaceful environment in the

 Spa

· Handling day to day Operations for Hotel Spa Branch

· Handling Stock Inventory

· Managing the corporate wellness business in assigned

· Geography, To participate and ensure regular monitoring and

· Follow-up of SMS data / Tele-marketing queries and any other

· Marketing initiatives to be taken independently from time to

· Time

· Other Duties &Responsibilities to be performed as and when

· Necessary by the management

· Confident IT skills to include word, excel and outlook

· The desire to exceed center sales targets and deliver outstanding customer service

· Financially intelligent with experience of daily inventories and cash handling duties

· A flexible work approach is must.

· Smooth Function of Spa & achieving center targets.

· Working in ids software for billing and all.

Organization
: United Healthcare India P Ltd   

Tenure
: 4 yrs (2006 to 2010)

Designation
: Operation Executive

Organization
: Town Hall Hotel (U.K)   

Tenure
: 1 yr (2010 – 2011)

Designation
: H.k Floor Supervisor

Organization
: Remax Real Estate Services

Tenure
: 6 months (April 2012 –Oct – 2012)

Designation
: HR – Admin.

Organization
: O2 Spa  

Tenure
: 1 yr (Oct 2012 to July 2013)

Designation
: Front Office Assistant   

Organization
: VPJ Group (Pavit Ceramics PL) 

Tenure
: 1.5 yr (Aug 2013 to Oct 2014)

Designation
: Front Office Executive

Organization           : Grant Infrastructure Pvt Ltd

Tenure
: 6 months (Feb. 15 to June 2015)

Designation
: Front office Executive cum Admin/ Sales

	PERSONAL DETAILS:


   Father’s Name
 : J.M 

   Date of Birth
 : 2nd Oct 1982

   Nationality
             : Indian

   Marital Status 
 : Married 

   Gender 

 : Female

    Languages Known: English, Hindi, and Gujarati
    
   Goal in My Life
: To Become Good Human Being and professional person 


   Strength

: To follow my principle

 Hobbies




                                                  

· Music, Traveling, Dance & Singing 
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