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SANDEEP DOGRA


OBJECTIVE: To work in a challenging business environment and excellent career in the field of Management       excel in all assignment that I take in my professional career as to make a meaningful contribution to the organization. 
PROFILE
· MBA with specialization in Operation Management coupled with 8.4 years of synergized experience in the entire domain of Business Management Concepts with specific emphasis to operation arena. 

· Can confidently develop and implement administrative policies and strategies for optimizing resource utilization, enhancing operational efficiency, increasing productivity and cost savings.

· Hands on experience in identifying training needs and coordinating/ conducting need based training programs.
· Good people skills ability to communicate effectively and build long lasting/mutually beneficial relationships.

· Self motivated, hard working and goal-oriented, with a high degree of flexibility, resourcefulness and commitment.

· A team player, ability to work comfortably with people from diverse backgrounds and experiences.
Core Competencies

(Total Quality Management( Floor Activity Management(Performance Management(Training(
(General Administration (Operations Management(Training & Development (
(Liaison/Coordination


            PROFESSIONAL EXPERIENCE

HCL Avitas Pvt Ltd.

Jan-2014  till date             

Cluster Administrator
Reports to: Sr. Manager- Operations
Business: Network of Multispecialty Clinic 

www.hclavitas.com
· Handling NirmanVihar Clinic (Delhi).AMC.
· Reports to Sr. Manager-Operations of care Management and handle overall administration of multispecialty clinics.

· Overall management of clinics.

· Attendance Tracking

· Training needs to clinical staff as well other paramedical staff’s.

· Arrangement of staff, camps and other marketing activities.

· Handling all Administrative work & Assignments.

· Preparing monthly Activity Report.

· Control over Manpower for proper working & Preventability.

· Handling patient complaint & Requirements.

· Managing administrative work.

· Handling Maintenance/Repairing Problems.

· Supervision of Store Department/Inventory/stock Handling.

· Preparation of MIS reports of patients to plan & chalk-out future strategies for growth of the institution.

· Handling housekeeping & OPD department.

· New Clinic’s hand over from project for proper and functional operations.

            New Delhi Centre for Sight Pvt. Ltd                                              
April-2012 to Jan-2014
Deputy-Manager-Operations                                                   Reports to: CEO    
Business: Eye Care Hospital                                                                                  

www.centreforsight.net
· Handling overall centre.

· Reports to the COO of Care Management and has a matrix relationship to the Unit head in the area they work in.

·  Overall management of Center.

· Ensure Center is overall profitable.
· Visits with marketing executives to CMO”S, Opticals and general physicians for referral business.

· Arrangement of staff, camps and other marketing activities.

· Handling all Administrative work & Assignments. 

· Implementing various plans to generate revenue & Growth.

· Control over Manpower for proper working & Preventability.

· Preparing Monthly Revenue/Expenses (P/L) Report.

· Handling patient complaint & Requirements.

· Handling Maintenance/Repairing Problems.

· Supervision of Store Department/Inventory/stock Handling.

· Preparation of MIS reports of patients to plan & chalk-out future strategies for growth of the institution.

· Handling housekeeping & OPD department.

· Handling AMC of Machines and liaison with local vendors.

· All internal operation of OPD and IPD.

            April-2011 to March-2012 

Business: Eye Care Hospital                                                                                  
www.centreforsight.net
            Executive-Operations                                                      Reports to: Center Manager

Other Activities

· Maintenance of complete HRMS and personnel files of the centre.
· Maintaining leave records.

· Manage and monitor performance process.


          New Delhi Centre for Sight Pvt. Ltd                                             
          June2008 to March 2011

          Business: Eye Care Hospital                                                                                       www.centreforsight.net
          Job Profile:  Patient Care Coordinator Cum Counselor Cum Front Office Incharge
          Key Responsibilities.
· Coordination with the clinical and financial plan for targeted patient assignments. Performs overall utilization management, resource management, discharge planning, care facilitation, and referral to other levels of care and related duties. 

· Coordinating with Patients, Doctors & other Staff.

· Solving problems of patients which give full satisfaction to them.

· Managing all floor day to day activity for smooth running of all operations.

· Works with the physician, social worker and multidisciplinary care team to facilitate clinical pathways and achievement of desired quality and financial outcomes. 

· Carries a caseload of 15-20 patients on a designated nursing unit.


            Vodafone Essar Ltd (Mumbai)                                                           
Sep-07 to March-08
            Services & Products: Telecommunication   
                Job Profile: Team Leader
           Key Responsibilities
• Demonstrates clear planning skills. Translates business objectives into functional activities.

• Proactively seeks and accurately evaluates the available data. Anticipates outcomes and implications.
· Highly customer-oriented. Makes serious efforts at understanding client needs and ensures customer     expectations are met.
• Maintains effective work behavior in the face of pressure and setbacks.

• Develop agent skill sets and manage personal development goals for the agents.

• Manage day-to-day activities of the team and ensure compliance to procedures and policy guidelines, encourage and motivate agents in a monotonous job environment.

• Adhering to Information Security Policies and Procedures. 

           Airtel Bharti Ltd. (Delhi)                                                                            
June-06 to March-07 

Services & Products: Telecommunication                                              
www.airtelbharti.com
            Job Profile: CUSTOMER CARE EXECUTIVE
            Key Responsibilities
· Here I was saluted as a customer care executive.
· Here I had worked in retention department. 

· Here I learnt to interact with customer & feedback.
· I learnt how to handle critical situation and to meet the schedule as customer wants.

· Here I learnt how to solve the queries & problems of customers which results full satisfaction to them.
____________________ INTERNSHIP AND PROJECT TRAINING ________________________
· Company                                    :   New Delhi Centre for Sight PVT. LTD.
· Area of Training                         :   Operation Department

· Project of Summer Internship  : 

1. Three months Training on Medical records of Centre for sight.

2. I have done research project on all the operation files.
3. Certification for Basic Life Support. 

_________________EDUCATION & PROFESSIONAL DEVELOPMENT _________________
· M.B.A (Operations) (2009-2011)   -     Sikkim Manipal University.
· DIPLOMA (2005-2006)                   -     Aviation and Hospitality Management Diploma (Air Hostess   Academy), Dehradun. 
·  B.A. (Arts),(2006-2008)                 -     H N B Garhwal University, Srinagar, Dehradun (U.K.)
· 12th (2005)                                       -     NIOS Board (Delhi)
· 10th(2002)                                        -     CBSE Board (Delhi)                              
______________________COMPUTER SKILLS________________________​__________​​​
· OPERATING SYSTEMS            :       Proficient in Windows 2000 server/XP/Vista. 
· PLATFORM                               :        Computer Fundamental, Software, Hardware. 
· APPLICATION SOFTWARES   :        MS Word, MS Excel, MS Power point, Internet, multimedia. 
· ADVANCE DESIGNING            :        Adobe Page Maker 6.5.
_______________________PERSONAL MINUTIAE ________________________________
· Father’s Name   
   :     Mr. D R Dogra 

· Date of Birth     
   :     24th May 1986       

· Nationality                 :     Indian

· Phone no.   
  
   :     +91-9560477885,+91-9313478872
· E-mail                        :      sandeep_nagwal01@yahoo.co.in
                                             sandeepnagwal01@gmail.com 
· Temporary Address :     Pocket-C-1, Mayur Vihar, Phase-3
                                        New Delhi-110091
· Permanent Address :     Village- Baragiwala, P.O- Jassowala 
                                            Herbertpur, Dehradun- 248142, UTTARAKHAND.      
__________________________DECLARATION ___________________________________
I hereby declare that the information given by me is true and I will be responsible for any fault. 
 

Date: …………………….….

Place: ……………………….                     


                                   SANDEEP DOGRA
