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Professional Summary: Highly motivated MBA graduate (Gold Medalist & University Topper) with proven abilities in Operations, Human Resources, and Finance. Possess a strong work ethic, quick learning adaptability, and a confident personality. Eager to leverage my multifaceted background to excel in a challenging role.
Education:
· Master of Business Administration (MBA) in Specialization Finance and Marketing (Gold Medalist) CGPA: 9.49 (2019-2021) From Amity University MP
· Bachelor of Business Administration (BBA) in Finance - CGPA: 7.91 (2016-2019) from Amity University MP.
· Senior Secondary from CBSE Board with 65 %
· Higher Secondary from CBSE Board with 9.2 CGPA.

Experience:
· Executive Assistant at Marvel Vinyls Pvt Ltd.
        (June 2024 to Present)
· Scheduled, prioritized, and confirmed CEO's appointments, meetings, and travel arrangements.
· Managed the CEO's email inbox, prioritizing and responding to inquiries promptly and professionally.
· Organized and maintained confidential files and documents for the CEO.
· Assisted in developing and implementing the CEO's strategic goals and objectives.
· Monitored key performance indicators (KPIs) relevant to the CEO's priorities.
· Demonstrated exceptional organizational skills, time management abilities, and attention to detail.
· Screened and directed phone calls, emails, and visitors to ensure the CEO's time was used efficiently.
· Prepared Daily Unit Production & Operation Report on MIS
· Drafted and proofread correspondence, presentations, and reports for the CEO.
·  Accounts Assistant at BIMR Multi Super Specialty Hospital
(January 2022 to May 2024)
· Preparing report of collections daily and giving insights to GM and HOD.
· Reconciled Debtors to produce accurate monthly reports.
· Day to Day Bill entries Of the Purchase of Medicines for the Store.
· Entering financial transactions into accounting software
· Generating reports that summarize the hospital's financial performance.
· Sending a daily Analysis of MIS.
· Prepare Fund base for the allocation of cash flow in various bank accounts.
· Reconcile bank statements and accounts payable/receivable




· Ayushman Bharat Executive at BIMR Multi Super Specialty Hospital
(March 2021 to December 2021)
· Identified issues, analyzed information and provided solutions to problems.
· Managed complaints with calm, clear communication and problem-solving.
· Determined patient invoice by capturing services noted in patient chart; clarifying services with physicians.
· Maintains patient and invoice files by entering and adjusting data.
· Ensure that patients claims are processed based on the services rendered by the hospital.
· Assist patients by following up health claims, as well as appealing unpaid claim


· Admissions Counsellor at Career Mantra Institute Gwalior (January 2021 To February 2021)

· Guiding and Advising Students for College Selection
· Processing their applications, including completing the forms and assisting them for their preferred courses
· Provide information and support regarding standardized tests like the CAT, MAT, CMAT etc., if required by the colleges the student is applying to.
· Developing relationships with high school counselors, teachers, and community leaders to identify talented students.
· Develop and implement marketing strategies to attract a diverse and qualified applicant pool.
· Conduct interviews with prospective students to better understand their academic goals, motivations, and potential fit for the college.

· Human Resources and Ops executive at JB Mangharam Food Pvt. Ltd

(May 2020 to July 2020)

· Carried out face-to-face, telephone and Zoom interviews with job applicants to prioritize best- performing candidates.
· Develop and implement HR policies and programs that align with the organization's goals.
· Lead the recruitment and hiring process, ensuring a strong talent pipeline.
· Manage employee relations, fostering a positive and productive work environment.
· Oversee employee compensation and benefits programs.
· Ensure compliance with labor laws and regulations.
· Develop and implement strategies for employee engagement and retention.
· Stay up-to-date on HR trends and best practices



· Skills

· Administration: Scheduling, travel arrangements, expense reporting, office management software (e.g., Microsoft Office, Arogya Software, Tally Erp 9)
· Human Resources: Recruitment, onboarding, payroll processing, benefits administration.
· Customer Relationship Management: Communication, conflict resolution, negotiation, client satisfaction surveys
· Back Office Operations: Data entry, document processing, filing systems, inventory management
· Operations: Process improvement, project management, problem-solving, analytical skills
· Strong attention to detail and accuracy
· Proficient in Microsoft Office Suite .
· Familiarity with hospital accounting software
· Excellent communication and interpersonal skills.
· Ability to work independently and as part of a team


· International Experience: Completed school from Indian National School at Addis Ababa (Ethiopia). This experience broadened my perspective on educational approaches and fostered my intercultural communication skills.

· Languages:

· English & Hindi (Fluent)
· French (Conversational)
· Amharic (Conversational)


· Proficiencies
· Client Management
· Business Operations
· Data Analysis and Reporting
· MS Office, PowerPoint presentation
· Multitasking and Time Management
· Data entry
· MIS
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