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WALLACE 
Administrator / Program Manager
Career Objective
: Strategic management of development programs with reputed welfare
organizations and corporate sectors.
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	Languages Known
	:
	English, Gujarati, Hindi, Kiswahili

	E-Mail
	:
	Wallace.286843@2freemail.com 

Mobile: Whatsapp +971504753686

	Association
	:  Life membership with National Association of Professional Social

	
	
	Workers in India. NAPSWI/GJ/LIFE/21090

	Avocations
	:
	Reading, Game, Music, Travelling



Work Profile
SHARON MEMORIAL MISSION HOSPITAL (A unit of SHALOM CHARITY MISSION) Dahod – 389151 (Gujarat.) – India.
Position : Hospital Administrator 
Duration : July’2013 to till….
Responsibilities :
1. Day to day operational and coordinates with staff. 

2. The setting of strategic priorities, recruitment, overseeing quality, improvement of processes. 

3  Setting standards, oversight of budgets, creating financial and business strategies to assure fiscal viability. 

4. Public and community affairs, grants management, billing, collections, purchasing of equipment and meeting regulatory standards. 

SHARING LOVE MISSION (Assist by COMPASSION INTERNATIONAL, Colorado spring, USA)
Dahod – 389151 (Gujarat.) – India.
Position : Program Manager
Duration : Jan 2005 to June’2013
Responsibilities :
1. To facilitate the project and oversee the overall efficient and effective management of the project. 

2. To plan, implement, monitor and evaluate project. 

3. To be responsible for financial management and appropriate use of funds in accordance with annual plans approved. 

4. To maintenance of all relevant records: and submission of relevant reports. 

5. Planning, organizing, and monitoring and evaluating project activities. 

6. Budgeting and Statutory audit of project accounts. 

ST. DOMINIC SAVIO’S SECONDARY SCHOOL.
Latema Road,
Off. Riverside,
Nairobi
Kenya- East Africa.
Position : Asst. Office Administrator & Teacher (Program facilitator)
Duration  : June-1996 to April-1999
Responsibilities :
1. To facilitate the project by functioning the organization and project staff. 

2. To facilitate the project and oversee of effective project. 

3. Accurate and timely maintenance of all relevant records to Partner agency, Government and other regulatory bodies as required by law and policies. 

4. Supervise project field staff performance. 

5. Timely submission of routine field visit information activity reports. 

6. Planning, organizing, and monitoring and evaluating project field activities. 

Education Qualifications
Institute / College
: Vinayaka Mission University (Salem – India)
Certificate
: Master of Social Work
Subject & Spl
: Social Welfare Administration, Organizing & Welfare Service
Institute / College
: J & J College Of Science & D V College (India)
Certificate
: Bachelor of Science 
Subject & Spl
: Chemistry & Math

School (10+2) /Inst.  : New English School (India)
Certificate
: Higher Secondary Govt. Certificate 
Subject & Spl
: English, Math, Chemistry, Physics, Biology
Professional Qualification :
IIFCM (INDIAN FIELD & COMPUTER MANAGEMENT – (Ahmadabad-India)
Diploma in Sales/Marketing Management (1994)
Subjects :Function of Sales / Marketing, Market forecast, Training, Travelling & Territory

Apple Leasing Ind., undertaking by The National Computing Centre (Manchester, UK.)

Diploma in Computer Application (1991)
	Operating System
	: MS-DOS, Window Base Software

	Packages
	:
	MS-Office

	D.T.P.
	:
	PageMaker


Fundamental knowledge of computer hardware system.
Skill & Strength
· Interpersonal Skills: Highly motivated with a positive attitude; Personal and professional integrity; Specialist Community Development & Individual Counselling 
· Community Relations, An excellent communicator, networking, planning 
· Project Management & Trainer, Facilitation of staff nurture 
· Sourcing & Recruiting, Fulfils commitments 
· Public Speaking, Building partnership, Proactive, Time management 
· Ability to provide constructive feedback and openness to receive feedback, with the purpose of collective improvement 
· Mutual understanding with co worker, Event Planning & Coordination 
· Ability to work in a multicultural team, Overseas work experience - Worked with many nationalist 
· Cross-Cultural & International Settings 
Technical Skills
· Computer Software & fundamental hard ware
· Developing statistic and descriptive  reports
· Community – Customer service
Personal Attributes
· Integrity and positive attitude in work, Punctual
· Compassion, Cooperates, Helpful, Humble, Self motivated & encouraging other 
· Ready to learn new things (system) to equip self for better work output 
· Discretion, gender sensitivity & Flexibility 
· Commitment to equal opportunities 
Seminar & TRAINING
Object : Program Management, Leadership, Project Finance Management
•
New project orientation and project finance management with award, conducted by CBV(India) & COMPASSION INTERNATIONAL (Colorado spring, USA). – 2006 – 2007 – 2008 -2009 – 2010 - 2012.
•  HAGGAI INSTITUTE (Singapore), November ‘2009.
DECLARATION
I hereby declare that the above information furnished by me is true and correct to the best of my knowledge.

Wallace 

Place : Dahod
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