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PERSONAL DETAILS
Name			:  SAPARSH KAPOOR

Sex			:  FEMALE

Place/Date of Birth	:  Jammu/ 5th June , 1981

Religion		:  Hindu

Marital Status	:  Married

Address (present)	: C/o Gowardhan Prashad,S
                                       Pushap Vihar-Lane no 13,  
                                      159-kha,Nathuwawala,
                                          Raipur,Dehradun
                                         Uttrakhand 248008   

Permanent address: C/o Gowardhan Prashad,
                                       Pushap Vihar-Lane no 13,  
                                         159-kha,Nathuwawala,
                                             Raipur,Dehradun
                                            Uttrakhand 248008

Phone		:  7895197259
Email			: sparshpant1981@gmail.com

EDUCATIONAL BACKGROUND
· ARTS GRADUATE
· 2YEARS DIPLOMA COURSE IN FASHION DESIGNING
		
COMPUTER SKILLS
· MS OFFICE, MACHSHAAL  
 PROFESSIONAL EXPERIENCE
· MARKETING COORDINATOR: 
BHARAT HEART INSTITUTE & VELMED SUPER SPECIALITY HOSPITALS
 [1st Sep 2015 -1st April 2019].
Job Profile- Coordinating with Marketing Team of 8 Marketing Executive to achieve Target, Calling Doctors, ASHAs, Conducting Promotional activities like CMEs/ Health Check-up Camps/Blood Donation Camps/Awareness Drives/  Front Desk Management, Patient Compassionate Round, Patient Post Treatment Follow-ups, Tele Calling,  JUST DIAL ,Vacancy Management 
	
· FIELD ASSISTANT:
JAMMU WOMEN CREDIT CO OPERATIVE LTD
  ( MAY 2011 - SEP 2012) in Jammu [J&K}
Job Profile- Opening  and managing accounts to achieve targets, customer handling, dispensing information about various schemes of  bank

· SALES PROMOTOR: 
INDIAN IMMUNOLOGICALS LTD –HBI  at  Ahmedabad .
[ April 2007 - March 2010]
Job Profile- Organising Camps of Hepatitis B & MM

CURRENT JOB PROFILE
· HOSPITAL NAME          : ARIHANT MULTI SPECIALITY HOSPITAL
· Department /Job title	   : FRONT DESK HOD
· Job description	   :  MANAGING FRONT DESK
· TRAIN,DEVELOP AND MOTIVATE FRONT DESK TEAM TO IMPROVE PATIENT SATISFACTION AND CUSTOMER LOYALITY
· HANDELING PATIENTS/ CUSTOMERS QUERRIES / COMPLAIN
· SCHEDULING  /MANAGING SHIFTS   [STAFF/DOCTORS]
· MAITAINING PROPER ORDER AND DISCIPLINE IN RECEPTION AREA
· TELE CALLING [ JUST DIAL] MANAGEMENT
·  COORDINATING WITH ASHA WORKERS
· MEETING THE NORMS OF HOSPITALS AS PER NABH
· COORDINATION WITH ALL OTHER DEPARTMENT

DECLARATION:
I hereby declare that all above informationbis trueband correct to be best of my knowledge and belief.




Yours truly,
Saparsh Kapoor
Date:












