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	Looking forward to work in a highly efficient technical environment together with an upward growth utilizing practice and experience on an equal keel.
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Respected Sir, Madam,
 

I wish to be considered for the position of the Operation Assistant Manager  at your esteemed organization.

 

I would describe myself as diligent and focused individual and would be available for interview on short notice.

 

Presently I am working with ASG Eye Hospital, Jodhpur, Rajasthan.
 

 

Warm Regard’s

Pooja Singh

9911392983

 

Résumé

POOJA SINGH 


RAJENDER NAGAR, GHAZIABAD .                                                Mobile:  9911392983
                                                                                               Email ID :asgpooja24@gmail.com           
Currently Working :   ASG EYE HOSPITAL, Bani Park, Jaipur, Rajasthan since 2013 
Professional Clairvoyance

Looking forward to work in a highly efficient technical environment together with an upward growth utilizing practice and experience on an equal keel.

Work Experience

	
	Work Profile:

· Floor management

· Counseling

· OT assisting

· Optical sales management

· Refraction

· Contact Lens

· Slit lamp examination

· Tonometry

· Lensometry

· Diagnostics Proceedures (OCT, FFA, HVF, B-Scan, A-Scan etc)
· Diseases’ examination

· Store Operation
                Work Profile: - Clinical & Optical Dispensing 

· Taking care of the floor and OPD 
· Counseling of patients for diagnostic procedures and surgeries
· Management of In-patient department including pre and post operative checkups, discharge etc
·  Conducting Refraction by following all the step and process required for doing the eye examination.
Floor Manager– at ASG eye Hospital Jodhpur(Rajasthan),

                         from 6 june 2013.
Currently Working :   ASG Eye Hospital.
My responsibilities Conducting zero- error eye testing, Meeting targets on contact lenses, Ensuring process compliance proper dispensing of lenses to customer, Handling Customer complaints, Maintaining equipment proper in clinic, informed patient of their condition and referred them ophthalmologist if disorders or diseases are detected, advised the patient on the prescription glasses and to used and gave necessary information to help improve their visual standers.  
Skills:

· Communicating with patient to get detailed case histories.

· Examining the eyes of patients of all ages to detect sign of injury , disease, abnormality of vision defects.

· Bering aware of sign & symptom of general helth condition.

· Examining eyes and fitting spectacles or contact lens.

· Offering advice and reassurance about vision related matters.

· Offering help and advice for patient choosing frames & lenses.

· Lessing with other medical practitioners and sometimes sharing the care of patient with chronic ophthalmic condition.   

· Proficient with computer literate such as Microsoft Excel,

· Microsoft Word, Power point and Internet.

· Ability to help store manager in managing inventory to achieve sales objectives.

· Responsible for other duties as assigned.



	Current Position:

  Floor Manager & Counselor
	

	
	

	
	

	Current Salary Drawn
: INR/25000- PM +Incentive +Accomodation.
Expected Salary
: Negotiable

	

	Computer Skills: Proficient with:-

	  Word, Excel, Access, PowerPoint & Company Software

  Internet, 

	Educational Credentials-In Chronological Order

	·  Passed Xth Standard under CBSC Board pattern.

·  Passed XIIth Standard under CBSC Board pattern.

Professional Education

·  Diploma In Nursing GNM under Punjab University.
Professional Skill Set

· Adept in clinical – Refraction , contact lens , slit lamp examination, keratometry, Tonometry,
Diseases examination, store operation etc. 
Other Education

B.com (Delhi University)
MBA (Manav Bharti University)

	Strengths & Skills

Ability to communicate social & interpersonal skill for dealing with the patients, strong teamwork attributes, excellent time management ,proficient in computer skill, excellent verbal & written communication skill, 

, Hardworking and Dedicated, Ability to handle various Data Formats with confidence


Affirmations

I do hereby declare that all the information described in the document is true, genuine and not concealed whatsoever. Any probable misappropriations will hold me responsible for the misdemeanor.

Date:

Place:
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