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Citizenship : Indian ▪ Date of birth : 10 Oct 1983
Contact – (+91) 9811486595 / 9718798769
Email – connect.mbisht@gmail.com


	
	

	Address

House No. 3, 2nd Floor, Street No. 3B, Sindhu Farm Road, Mithapur Extension, Delhi-110044, INDIA


	Profile

Objective

Looking forward to work in a growing organization in a progressive carrier while accomplishing success for self and the organization to explore my potential and best utilize my qualification and experienced in the industry.
Availability

Any Time


	Academic Qualification
2006
B.A Political Science (Hons.) from Delhi University
2002
2000
Passed XII from C.B.S.E
Passed X from C.B.S.E


	Professional Qualification
HDENSM (Honor Diploma Enterprise Networking & Security) in MCSE, CCNA, LINUX, SECURITY, A+ (Hardware) from IACM at South Ext.-I New Delhi.
MCP (Microsoft Certified Professional) in internal exam from IACM with 80% marks.
· DCA (Diploma in Computer Application) in MS PAINT, MS WORD, MS Excel, MS DOS, FOX PRO, Key Skill :- Operate Window - 95, 98, 2000, XP Professional from Sterlite Foundation at Pandara Road, New Delhi.

· ADCA (Advanced Diploma in Computer Application) in C-Language, Oracle from Sterlite Foundation, at Pandara Road, New Delhi.
Work Experience

GLOBAL DREAM EDUCATION
BSI Business Park, Noida, Sec-63

Branch Manager (MBBS/MD/MS) (INDIA & ABROAD)
INDIA : Delhi, U.P., HARYANA, RAJASTHAN, UTTRAKHAND, M.P., MAHARASHTRA, SOUTH INDIA ect.

ABROAD : RUSSIA, UKRAIN, KAZAKHSTAN, KYRGYZSTN, GEORGIA, BANGLADESH, NEPAL, CHINA etc.

    25 Sep, 2020 – July 2022

· Handle the 25 staff team (Tele callers).

· Handle the filters calls which transfer by Tele callers for the guiding to applicants and parents.

· Do the convinced for visit the office of clients.

· Counsel to clients & convinced for the registration.   

· Contacting potential clients to establish rapport and arrange meetings.

· Planning and overseeing new marketing initiatives.

· Researching organizations and individuals to find new opportunities.

· Increasing the value of current customers while attracting new ones.

· Finding and developing new markets and improving sales.

· Attending conferences, meetings, and industry events.

· Developing quotes and proposals for clients.

· Developing goals for the development team and business growth and ensuring they are met.

· Training personnel and helping team members develop their skills.
Work Experience

GO VISA IMMIGRATION CONSULTANT
New Ashok Nagar, Delhi, India

Business Development Manager
     2nd Nov, 2015 – Present

· Contacting potential clients to establish rapport and arrange meetings.

· Planning and overseeing new marketing initiatives.

· Researching organizations and individuals to find new opportunities.

· Increasing the value of current customers while attracting new ones.

· Finding and developing new markets and improving sales.

· Attending conferences, meetings, and industry events.

· Developing quotes and proposals for clients.

· Developing goals for the development team and business growth and ensuring they are met.

· Training personnel and helping team members develop their skills.
KLIC CONSULTANTS
Model Town, Delhi, India
Process cum Operations Manager        
          Nov, 2013 – Nov, 2015
Direct Reporting to the Director of the Company;
Support Department for migration of new process;
Responsible for Visa File Documentation;
Responsible for co-ordination and flow of information with other departments;

Develop Business with team members and monitor individual performance and Consult performance appraisal;

Assist in organizing process flow to ensure such processes are adequately staffed, trained and mobilized in accordance with internal performance standards;

Ensure continued control over all operational functions through regular monitoring, and frequent meetings with all staff;

Function as the contact point for escalated customer complaints and handle such cases effectively and professionally, exhibiting pro-activity and responsiveness to customer issues;

Responsible for the management of day-to-day operations of the process and ensure adherence to processes, systems and schedules to drive service excellence, quality and productivity;
SIEC India Pvt. Ltd.
Janak Puri, New Delhi, India
Visa Process Supervisor
4th Oct, 2010 – 3rd Dec, 2012
Visa files prepare according to country visa requirements
Visa Process Training for all branches;
Maintain record of students visa.
Maintain record of invoice.
Also prepare the business and tourist visa files. 
Prepared students for interview.
Take follow ups from High commissions for cases.
Check the work of visa team members.
Solve the queries of branches through mails, calls & Skype.
Marketing for Roadshows (Brand Promotions and Brand Building. - Moving to Schools and Colleges for fixing up of seminars and presentations on Overseas Education. - Visiting various Institutes and Colleges and promoting the products. - Travelling within the city and outside).

KAAISER INTERNATIONAL EDUCATION
Safdarjung Enclave, New Delhi, India
Senior Visa Officer
March, 2007 - August, 2011
· E-lodege, Scanning & Attaching Visa File;

· Fill the requirements as Australian High Commission & Australian Universities;

· Co-Ordination with Counsellor;

· Handle the Reception Work (Handle Incoming Calls & Outgoing Calls, Incoming Courier Dispatch Courier, Fixing appointments, Attend visitors Query’s);

· Maintain the Evisa Case Sheet, PVA Sheets, Evisa Requirements Sheets, Filing;

· Support of Reception, Admission Group, Data Process;

· To Check all Computer Network;

· Collect the Visa File & Prepare pending documents from Student;

· Done the all Administrations activities;

· Maintain all Computer Network Setup in Delhi, Mumbai, Pune Branches;

· Coordinate with all branches teams members;

· Marketing in Delhi, Mumbai, Pune Branches for Roadshows (Brand Promotions and Brand Building. - Moving to Schools and Colleges for fixing up of seminars and presentations on Overseas Education. - Visiting various Institutes and Colleges and promoting the products. - Traveling within the city and outside).
Languages

English and Hindi



	Social Responsibilities
· Worked with N.S.S. for 3 years
· Taught blind students at B.A.I (Blind Association of India)
· Attended NCC (National Cadet Corps) Camp


	Strengths
· Excellent communication and interpersonal skills and proven ability to communicate effectively with the clients
· Possesses contagious enthusiasm towards the achievement of organizational objective
· Exhibits an honest work ethic with the ability to excel in the fast paced, time sensitive environment
Skills
· Communication & Interpersonal Skills

· Collaboration Skills

· Negotiation & Persuasion skills

· Project Management Skills
· Research & Strategy
· Business Intelligence

· Computer Skills

Personal Details
Father’s Name:
Soban Singh Bisht
Marital Status: 
Married
Passport:

Ready

Total Work Ex:
13 years
** I hope my credentials are going to gel with your requirements. **
       


                                              (MAHENDER SINGH BISHT)

	

	


