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K.Mohammed Arif
S/o:K.Abdul Jabbar
H.No: 5/152-A,                                                  

Mobile: 7981568643 & 9581668088
Dr.Gaffar Street, Near Osmania  College,                             Email: kmdarif777@gmail.com  
Old city, Kurnool.
Career Objective

A great believer in hardworking, looking for an opportunity to render services by utilizing skills for the effective accomplishment of the organization to have professional growth doing best to and getting best from the industry.

Qualification
M.B.A. from  Annamalai University,  Tamilnadu.
B.Com from S.K.University, Anantapur, A.P.
 Technical Qualification &  Skills:
  Passed Typewriting English Higher ( 45 w.p.m.) from Board of Technical Education,  Hyderabad

• Passed Shorthand English Lower ( 80 w.p.m. ) from Board of Technical Education, Hyderabad.

 
 Driving:
 Holding Light Motor Vehicle Indian Driving License

 Computer Courses:
   *  D.C.A  :  Diploma in Computer Application

   * Ms – Office : Ms – Word & Ms- Excel.

   * Multimedia : Photoshop , Corel Draw, Illustrator, Flash & Soundforge  etc.

 
Skills:


*  English Typing speed 55 to 60 words per minute and shorthand speed 80 to 100 words per minute and also knowledge in Urdu /Arabic  typing.

PASSPORT DETAILS:
Passport No

:
U9477475

Date of Issue
:
21/01/2021

Date of Expiry
:
20/01/2031

Place of Issue
:
VIJAYAWADA
 Work Experience:
· Worked as a Manager -Marketing  at Gayathri Diagnostic  Centre  ( MRI Division )  A unit of Vishwabharathi Hospitals,  Kurnool from Aug -2016-  Aug. 2018.
· Worked as an .Executive – Business Development  for OMNI Hospitals , Kurnool  from July 2015 -  Aug. 2016.
· Worked as Asst. Manager – Marketing for SGR Hospitals, Kurnool  from June 2014 to July 2015. 
· Worked as a Personal Assistant  for RAHMANIA Educational  Group, Kurnool  from  May 2011 to June 2014.

· Worked as an Executive Secretary  to Senior Divisional Manager  for TOYOTA MOTORS  ( SAUD BAHWAN GROUP , Muscat  )  from June 2006  to 2010 .

· Worked as a Steno to Regional Vigilance & Enforcement Officer, (A.P. Govt. under contract basis ), Kurnool from  Feb.2005 to  March 2006.

·  Worked as a Personal Assistant to Executive Director for SRHH Ltd., from Aug 2001 to   Nov.2003 . 

·  Worked as a Site Secretary to Project Manager  for SAUDI ETA Ltd., Jeddah & Riyadh    during 1999-2000. 

· Worked as a Personal Assistant to Executive Director for B.I.L.Kurnool during  1998-99
Professional  Skills ( Administration ) 
· To provide administrative support to the Senior Manager by conducting and organizing administrative duties and activities including receiving and handling information.

· Effective management of the diary, prioritizing appointments and events.

· Meeting and greeting visitors at all levels of seniority, when and where applicable 

· Respond to communication from senior officials/VIPs and other important personnel 

· Monitor and screen all incoming communication, prioritize according to importance and bring relevant communication for action.

· Maintain and update files and retrieve relevant information as and when required.

· Organizing and booking travel/ accommodation and preparing complex travel itineraries.

· General administrative and clerical tasks such as answering phone, mailing, filing and photocopying.

· Office documentation and maintain confidentiality of information.
·  Maintenance of independent and correspondence files. 
· Coordinating daily schedules and meetings for the business clients.
· Ability to complete multi tasks in a dead line oriented organization.

· Honesty in action and responsible towards achievement of goal.

· Positive attitude towards destination.

· Good communication skills and ability to mingle with the people easily.  

· Ability to deal with people diplomatically, willingness to learn, good team facilitator and a team coordinator.  

Professional Skills ( Marketing )
· Ensure the smooth functioning of all non medical departments in the hospital.
· Held responsibility for service, quality standards and adherence to budgetary restrictions of Security, Housekeeping, and Food & Beverages, Materials, Bio-medical Engineering, Transport, Patient Care Services and other Hospital support services.

· Interact with patient attendants to resolve their problems periodically in-coordination with the PRO.

· Handled all service contracts, monitoring, procuring and adherence to all statutory compliances for medical   & Non medical services.

· Develop and strengthen various external public service providers like, Media, Police, Government departments, and others correlated to the organization.
· Oversee, direct and control hospital operations including all the departments of administrative zones

· Oversee day-to-day administration and co-ordination between departmental heads of the hospital
· Monitor and ensure operational targets are met by the hospital and allied departments

· Ensure quality of service given are equivalent to set standards

· Responsible for providing adequate support and resources to ensure trouble free administration of patient care areas

· Ensure that all material requisitions from the support functional areas is checked, verified, justified and forwarded for procurement to the materials department

· Provide inputs to doctors on improvements in current equipments, new processes etc in order to improve the functioning of all medical equipment
Co-curricular Activities
· Net Browsing, Playing cricket  & reading  books.
Declaration
The above mentioned  declaration  are true and correct  for which  I request you to be kind enough to give me an opportunity to serve in your organization for the capacity mentioned above for  which I shall be very grateful to you . 
Date  :                                                                                                                                                                                                                                                                                                                                                                                                                    Place                                                                                                           (  K.MOHAMMED ARIF  )        
