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Phone: +91-9650850329 Email: anand.nisha86@gmail.com
EDUCATION QUALIFICATION
Graduate from Delhi University

Intermediate passed from C.B.S.E board.

High School passed from C.B.S.E board.

One Year Diploma in Computer Operator & Programming Asst. From I.T.I

Six Month Course in DTP (Desk Top Publishing) From Aptech.

Application Software -


· MS Office (MS Word, MS Excel, MS Power Point). Also conversant in Internet searching. 

· Proficiency with Excel Formulae, V-look up, Mail merge

EMPLOYMENT 
Company Name


Designation

               Duration
         Reason for change
Design Forum International
         Manager Admin & HR
         March’14 till date
        Better work profile
Design Forum International is a full scale architectural practice, consulting on a wide variety of projects in the domains of Master planning of Township, Large mixed land use projects, retail, I.T Park, Residential Townships, Educational, and govt. projects.
Nationwide Primary Healthcare Services     Sr. Front Office Manager     Oct’13 – Feb’14
           Company Closed
NationWide Primary Healthcare Services Pvt. Ltd. is an initiative of a team of Indian doctors. Their vision is to bring back the best practices in Primary Healthcare to India and to provide world class primary healthcare solutions and health plans. It had manpower of 80 employees in Bangalore and started their operation in Delhi NCR. It has manpower of +150 employees. 
Dr. Batras Pvt. Ltd.
             Patient Care Manager     

 April’11 – Sep’13

Due to Shift   
Dr. Mukesh Batra is single-handedly responsible for pioneering modern homeopathy in India. In 1973, when he graduated in medicine, homeopathy was regarded as an ancient art, little better than faith healing, and practiced mainly by amateurs and retirees. However, early to realise the importance of homeopathy in healing, he took up the challenge of standardising it to bring it on par with conventional medicine. He also legitimised homeopathy as a paid and professional service. 
Marion Biotech Pvt. Ltd.            Head Sales Coordinator                    July’10 – March’11
            Due to Accident 


Marion Biotech is a professionally managed, young & dynamic complete Health Care Company. We are a fast paced company in the Pharmaceutical, Nutraceutical, Herbal and Cosmetics business. Marion Biotech strongly believes in an integrated approach to healthcare.We set Stringent Standards of Quality, Safety and Efficacy for all the Products that we manufacture.Many of our Products are leaders in their category, thanks to the excellent selection and integration of proven Pharma and extensively well researched ingredients.
LM 365 Retail Ltd. (SHRI LAL MAHAL GROUP) Head Sales Coordinator    Feb’06 – March’10    Better work profile 


SHRI LAL MAHAL Group of Companies was established in 1907. From its modest beginnings way back in 1907 as a small business house it has grown into a large multinational conglomerate of India with a steadily rising annual turnover. The Group has been transformed into a multinational corporate house with its activities spread across several continents and has achieved incredible turnover. SHRI LAL MAHAL is a Star Trading House. We are one of the biggest exporter of rice from India.

WORK PROFILE
Front Desk / Customer Handling: -
· Addressing customer, client, patients, visitor and attending their request.

· Taking care of Incoming calls and courier

· Generating new clients for Batra Clinic

· Relationship Management to develop & maintain good client base

· Co-ordination with sales and other departments

· To respond quickly and efficiently to all in-coming sales enquiries by telephone, fax and email

· To send brochures, introductory letters, company profiles & direct mails to Existing / prospective customers and making database of the clients and vendor Management.

Administration Activities: -

· Maintain all the important documents, records and files in organized manner.

· Coordination with the entire architect regarding their running projects.

· Give Training to TO, FDO and PRO

· To send brochures, introductory letters, company profiles & direct mails to existing / prospective customers and making database of the clients and vendor    

· Responsible to clear all the expense vouchers of the sales personnel’s

· Keeping record of all consumable products like stationary and clear all the bills

· Making Daily Sales Report of stores & Maintain the MIS

· Responsible for daily store formats updation

· Handling Petty Cash

· Co-ordination with Ware House regarding indent supply and Transportation of stores

· Co-ordination with store staff, Merchandiser & Marketing Dept
· Coordination with the entire architect regarding their running projects.
Vendor Management / Facility Management: -

· Maintaining good relation with current vendor  

· Creating new vendor for the smooth function and negotiating for the rates 

· Taking care of renewal of contract and taking care of AMC.
· Responsible for housekeeping, security and personnel 

· Taking care of travel requirement of company i.e. rail / air / hotels / visa and forex

· Taking care of company requirement in terms of panty supplies & stationery 

· Checking the invoice bill of vendor and approving the same.
· Taking care of EPBX, Phone lines and internet
· Responsible for printing of stationery: Envelop, letter head, visiting card
Recruitment & Onboarding activities: -
· Taking care of Recruitment activities 

· Preparing Induction programs, rolling out appointment letters to new joiners, and regular updation of employee database. 

· Ensuring completion of all on-boarding activities like documentation of joining forms and nomination form 

PERSONAL

Date of Birth               : 11th April, 1986
Gender                        : Female

Marital Status             : Married

__________________

Nisha Anand
