Visa : Tourist Visa

CV No: 

Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686 

Objective:
To bring to the organization enthusiasm, dedication, responsibility and good work environment, combined with a desire to utilize my skills obtained through experience in the following areas:
Work Experience:
Patient Care Manager
Margao, Goa: June 2012 – December 2014

· Maintaining the entire clinic along with help of the resident doctor.

· Taking care of patients coming into the clinic for treatment, as well as, those coming for enquiries and helping them to make a clear choice in choosing the clinic services.
· Maintaining clinic stock of Medicines, office supplies and Company products.

· Maintaining a healthy relationship between the patients and the company.
· Handling cash, cheque and other transactions, doing billing and maintaining patient database in a computerized system known as CMS.

Administrator/Recruiter

Career Vision Consultants, Recruiting Agency, Margao, Goa :  March 2011 – May 2012.
· Maintenance of the whole office, including a second office based at a different location.

· Perform filing, data management, manage incoming and outgoing emails.
· Handle calling / walk-in Candidates for interviews.
· Setup interviews with different employers and follow ups for each and every candidate.

· Updating the company website with recent job vacancies.

· Keeping a rapport with Top Company HR’s.

· Assuring office is neat, and stocked with necessary tools for functionality
Executive - Business Development
Helen O’Grady, Drama and Speech Academy for Children, Margao, Goa : February 2010 to February 2011.
· Able to work closely with the team to develop the products for the business

· Ability to make new business opportunities locally.

· Increasing brand awareness and bringing in new customers

· Organizing extracurricular activities for children of various age-groups.

· Visiting different schools PTA meeting to promote the academy and influencing parents by giving demos of our classes.
Retail Consultant

Syscon Automation, Margao, Goa : May 2007 to January 2010.
· Managing the entire computer showroom single handedly.
· Handling walk-in customers as well as call-in.

· Studying the entire specification of each and every model coming in the market, whether laptop or desktop.

·  Maintaining accounts, billing, delivery and after sales services of every machine going out of the showroom.

· Maintaining a good rapport with all customers and clients, including competitors.
Education:

Shree Damodar College of Commerce and Economics, Margao-Goa
May 2007 Completed my Bachelor of Commerce
Manipal Institute of Computer Education, Margao-Goa

September 2006 Completed my Diploma in Financial Accounting & Analysis
Shree Damodar College of Commerce and Economics

March 2005 Completed my Course in Information Technology
Ramcrisna Mahadev Salgaocar Higher Secondary School, Margao-Goa

March 2004 Passed Higher Secondary School Certificate
Our Lady of Fatima Convent High School, Margao-Goa

March 2002 Passed Secondary School Certificate
Skills:
· Eager to learn new things.

· Able to work independently 

· Able to adjust myself to any working situations.

Personal Information:

Date of Birth


: 17th August 1986
Age



: 28 yrs
Gender


: Female
Marital Status

: Married
Nationality


: Indian
Languages Known

: English, Hindi, and Konkani
Declaration:

I hereby declare that the above written particulars are true to the best of my knowledge and belief.[image: image1.png]



