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ABOUT ME
A Dedicated Club Manager  with  more than 12 Years of experience in Retail, Hospitality and Health & Fitness with Excellent Communication & Organizational Skills who enjoys working with clients on a daily basis assessing fitness needs and ably dealing with employee matters. Adapt at effective employee communications and efficient multitasking. Focused on ensuring a pleasant gym experience for members and guests.
OBJECTIVE
I'm looking for a position in a well-established organization with a high potential & where I can contribute my Skills & Efforts with the efficient communication skills and sound personality together.

EXECUTIVE SUMMARY
Worked with OSIM India Retail as  Sales Executive from April 2012 to February  2013.
Job Descriptions:
1.  Greet the customers & handle the walk in of the customers in the Showroom.

2.  Find out the customer needs & suggest the best as per their requirements.

3.  Handle all the activities in the showroom like Sales of the product, Delivery of Product, sending of mails
      to the Dispatch Dept, Maintained the Stock Report etc.

4.  Responsible for handling Cash & Bills, Incoming/Outgoing calls & mails & answers customer Queries 
      regarding the Products & its services.

5.  Describe the product's Features and Benefits & Demonstration of product to the Customers.

6.  Provide information about Warranties, Manufacturing specifications, Care and Maintenance of the 
       products.

7.  Maintain sales Records & achieve the sales Target & Reports to the Sr. Sales Manager.
Worked with The Four Fountains as Spa Manager from February 2013 to September 2017.

Job Description:

1. Engage with customers on a regular basis and understand their requirements.

    Proactively seek feedback from customers and suggest any changes.

2. Manages scheduling, follow-up appointments, reminder calls, and updates for customers.
3. Ensure regular filling of the feedback forms as per the Standard Operating Procedure

    and forward them to the HO.
4. Performs Administrative tasks such as answering calls, emails, and messages while ensuring smooth Spa flow and Customer satisfaction.
5. Handle any customer grievance and take appropriate action. Make a note of it and

    forward them to the HO.
6. Motivate & lead a team of therapists & other employees & Scheduling of therapists.
7.  Understand the needs and aspirations of the therapists and attend to them.
8. Assist the career progression of the therapists & other employees

9. Ensure adherence to service levels and standard operating procedures of the spa

10. Maintain required high level of hygiene and cleanliness

11. Conversant with all the therapies and provide information about the same to the

     Customer as and when required. 
12. Handles cash collections, reconciliations, and deposits, ensuring proper documentation.
 13. Control costs by following procedures (switch off ACs when not required, control

    Wastage/spillage of consumables etc).

14. Maintain inward/ outward register for Material’s utility, Bills & Expenses.

15. Managing supplies & maintained the Inventory.

16. Prepare prescribed reports at required intervals.
17. Keep the management informed about all the happenings at the spa.
18. Complete responsibility of the spa and handle any contingency that may arise during the operation.

Worked with Fitness House Gym as Membership Consultant from September 2017 to October 2019.
ROLES & RESPONSIBILITIES
1. Greet the customers & handle the walk in of the customers.
2. Handle all the Inbound/ Outbound calls & Mails and inviting people to visit the Gym.

3. Handle the Walk-in of the customers & explain them about the Gym Membership & Packages.
4. Give a tour of the gym and sell Gym Membership & Packages.
5. Talk to prospects and find out about their fitness wants and sell gym membership accordingly. 
6. Take care of renewals, customer care, follow ups, feedbacks, admin work, customer relations etc.
7. Ensure regular filling of the Admission Forms
8. Informed the Superior about all the happenings within the Gym.
Currently Working with Fitness House Gym as a Club Manager  from  November 2019. 

MAIN DUTIES & RESPONSIBILITIES

1. Handle and attend visitors by greeting them, In-Person or Virtually.

2. Responsible for Membership Sales to New Clients/Members & able to explain them all 
    agreements, terms and conditions.

3. Maintaining attendance register for Staffs and Clients/Members.
4. Managed all daily operations including personnel, gym activities and schedules, Customer   

   Relation, housekeeping etc.
5. Performs Administrative tasks such as Front Desk Operation, opened and closed gym, answering 
     calls, emails, and messages for better customer service.

6. Maintaining visitor Records & Follow ups.
7. Maintain inward/ outward register for materials, utility bills and expenses.

8. Supervise & Control the staffs, gym trainers and give them directions whenever needed.
9. Managing gym supplies & keeping Inventory for the same.
10. Handles cash collections, reconciliations and deposits.
11. Any other duties as may be assigned by the management from time to time whenever required.
12. Maintaining the Safety and Hygiene of the Gym. 
13. To make sure all staffs perform well.

14. Manage the timings and roaster off for the staff.

15. Meeting overall Gym’s target.

16. Informed the Management about all the happenings within the Gym.
 Key Skills:
Good communication skills | Convincing Skills | Influencing Skills | Presentable | Customer Handling  |  Patience  |   Adaptability  |  Initiative  |  Stress Tolerance  |  Self-motivated  | Well Organized & Enthusiastic    | Cash Handling |  Product knowledge |  Multi-tasking  | Team Player |  People Management Skill | Time Management Skill | Managerial Skill | Problem Solving
ACADEMIC CREDENTIAL

B.B.A  from  Burdwan University with Management Specialization in 2007.
M.B.A  from  West Bengal University of Technology with Marketing & Finance in 2011.
Certified Personal Trainer (CPT) from NIFS, Kolkata in Nov 2019.
EXTRA CURRICULAR ACTIVITIES
· Having Experience & Good Knowledge about Nutrition, Diets, and Supplements Etc.

· Extensive understanding of the Health & Fitness industry.
· Proficient in the use of MS Office, MS Word and Excel.
· Ability to work flexible schedules when required.
· Completed project work on Brand Image of NOKIA in Asansol during my BBA.

· Completed 2 months summer internship project work from ACC Ltd during my MBA.

· Completed Certified Personal Training Programme (CPT) from NIFS, Kolkata.
· Pursued One Year of Diploma in Nutrition & Health Education (DNHE) from IGNOU.

SUMMER TRAINING
Name of the Company:               ACC Limited

Company Address        :              ACC Ltd , Asansol 

Project Title                 :              The market survey on Marketing Mix of ACC In South Bengal markets under                    




AO - Asansol Focusing on individual house builder.

Project Duration           :                2 Months

Project Guide                 :               Mr. Manish Kumar      

Designation                    :               Sales Unit Head         

Phone No                        :                8016093601
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