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   House No. 170, Pratap Nagar

- Devli Arab Road Borkheda Kota Rajasthan 
: aakota@npsuindia.org , dharmeshkota@sify.com
: Hand phone 91-94134-88595,9001872029
                                                                                       
       : Office: - 0744-2332231, 2332229-fax

Dharmesh Kumar Singh

 

.

CAREER OBJECTIVE:
             To seek opportunity for professional growth & be a part of an organization which uses my knowledge for the development of its process of growth, while giving me an opportunity to learn & enrich my knowledge.

QUALIFICATIONS:   
PROFESSIONAL QUALIFICATION
	COURSE
	INSTITUTION
	UNIVERSITY
	C.G.P.A
	YEAR

	MBA(Personal Management)
	National Institute of Management
	Agriculture  University, 
	72 %
	 (2005-07)
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ACADEMIC QUALIFICATION 
	COURSE
	INSTITUTION
	UNIVERSITY / BOARD
	C.G.P.A
	YEAR

	M.Com
	MLB Collage Gwalior
	Jiwaji University 
	50%
	1999

	B.Com
	SOS Gwalior
	Jiwaji University
	65%
	1997

	XII
	J.C. Mill School Gwalior
	MP Education Board Bhopal
	48%
	1994

	X
	J.C. Mill School Gwalior
	MP Education Board Bhopal
	60%
	1992


Present Status

Working with World health org. as post of Administrative Assistant
Experience 

1. 95-99  Shishu Mata Seva Simiti Kota as a  post of Program coordinatior 
2. 2001-2009  World Health Organization/NPSP Kota  as a post of  Administrative Assistant 
2001-Till date now
World Health Organization/NPSP Kota as a post of Administrative Assistant 

Finance & Accounts - 

-    Implementation of Financial policies, internal controls and processes.

-   Ensuring efficient utilization of funds its proper accounting in web based accounting 

     Software

-   Maintenance of books of accounts.

-   Fund management: Stringent control over funds/ imprest balances, forecasting normal 

    and abnormal  requirements of funds

-   Raising request for replenishment of funds

-   Preparation of Budgets for the units with respect to the various overhead costs.

-   Budget Vs. Actual comparison, Variance 

Administration-  

-   Managing all administrative and logistics functions.      

-   MIS reporting to Head Office

-   Co-ordination with Head Office, regional office and District Health Authorities for all 

    Administration, accounts & finance and personnel matters.

-   Procurement of equipments and services, negotiations with suppliers, 

     Contracts and payments to the vendors, taxi hiring contracts and travel arrangement.

-   Organizing District/ Block meetings and training programs

-   Acting as an interface between the different departments within the District for all A&F 

    Operations

95-99  
Shishu Mata Seva Simiti Kota as a  post of Program Coordinator 

1. Managing all administrative and logistics functions.      
2. MIS reporting to Head Office

3. Co-ordination with Head Office, regional office and District Health Authorities for all 

4. Administration, accounts & finance and personnel matters.

5. Procurement of equipments and services, negotiations with suppliers, 

6. Organizing District/ Block meetings and training programs

7. Acting as an interface between the different departments within the District for all A&F Operations

8. Provide technical inputs to adapt the training modules
9. Training, Monitoring  and Program Implementation in the areas of Reproductive & Child Health,   Rural Development, Social Values and Social Development.
10. Formulation of work instructions for each category of employees.

11. Man & Materials Management including inventory control.

12. Administrative duties like Personal, Financial and Materials Management of various dept

13. Daily administration of financial functioning.

14. Assess all Internets & shout out all queries. 

15. Supervising all administrative, Financial and logistics functions.      .

16. Plans, organizes, and conducts meetings with government officials, professional organizations, hospital staff, non-government organizations, and others to promote understanding of, support for, participation in and effective implementation of activities related to surveillance of various diseases and its eradication.

17. Develops and maintains close working relationships with Government officials responsible for immunization and surveillance in their designated area, as well as with other individuals and organizations related to disease surveillance. 


18. Coordinate & implementation NGO/Govt. Sector project program.

19. Monitor and support the process of village planning at field level.
20. Management of various Health schemes.
21. Document the process (including quantitative and qualitative data analysis, case studies, progress and issues/ challenges).
EXTRA CURRICULAR ACTIVITIES

1. Actively participated in college activities:

2. Participated in cultural programmes

3. Participated in social welfare activities
Personal Strengths:

    -   Belief in honesty and integrity

    -   Good team management skills

    -   Good administrative and organizational skills

    -   Fast learner and adaptability
PERSONAL Details
Date of Birth

:
14.01.1975

Father’s Name

:
Mr. R.A. Singh
Language known
:
Hindi, English & local language.
REFERENCES:

1. Dr. R.G.MEENA-JD(FW) Kota Zone-94143-78155

2. Dr. Hement Vijaywergia CM&HO-Kota-9414187123

3. Dr.S. M. Mittal Joint Director  -Rural Health –Jaipur-94142-86090


                      

4. Dr. A.L. Bairwa-Associate professor Govt .Medical Collage Kota-Ph: 94142-30847

5. Dr. Rajesh Singh – CARE-INDIA-State Representative MP-India-94153-24829                    

 (Dharmesh Kumar Singh)
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2.

(b) The signatory will work as Administrative Assistant in City Category B, Field Grade 2
(FG 2) under the direction of and will report to the Sueveillance Medical Officer.

4

Duration of agreement

This

ent will come into effect on the 1st Day of January 2009 and shall expire on the

31st Day of December 2009 (01.01.2009 to 31.12.2009), subject to the provision of Articles 7 and 8

below.

This agreement carties no expectation of renewal.

Remuneration

As full consideration for the services petformed by the signatory under the terms of the
Agreement, WHO shall pay the signatory the sum of Rs.2,55,472/- per annum payable in
monthly installments of Rs.20,830/- @ Step VIII w.ef 1Jaunuary 2009 till 18 February
2009 and Rs.21,360/ - @ Step IX w.e.f 19 February 2009 till 31 December 2009 .

@®

®

©

@

Travel costs

e When on official travel, Entitlements to Subsistence Allowance will be determined
asper Table (Attached) i it involves overnight stay outside the official place of

wotk (Kota).

e  Travel Costs: The cost of authorized official travel and related expenses shall be
reimbursed at levels agreed between the contracting parties, and as guided by the
principle of harmonization within the national framework. In no case may such
teimbursement exceed WHO standards. Such travel should be authorized by WHO
on form WHO 19.1 "Collective Travel Authorization" (CTA). i

Health insurance .

Health insurance is provided by the Organization for the signatory in accordance
with the applicable rules as described in the extract from the policy attached to this

Agreement.
Iliness and accident insurance

Coverage is provided for compensation for accidental permanent disablement (total
or partial), for accidental death and medical expenses incurred by an iliness or an
accident, except for those relating to pre-existing medical conditions.

Ve enca ent

On the expiry of this Agreement, the unavailed portion of annual/accrued leave, not
exceeding one-half of the total pro-rata entitlement, will be converted into cash.
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. Letter of Appreclation . _
National Polio Surveillance Project - India

On behalf of the Word Hea Organization, 1, Dr. David Heymann,
Representative of the Director-Géheral for Polio Eradication, offer my sinceré
and deep appreciation to you for your work as an Administrative Assistant with
the National Polio Surveillance Project in India.

We thank you for the personal sacrifices you have made as an Administrative

" Assistant for NPSP: the long hours you have worked, the time you have spent

away from your family and loved ones.

An Administrative Assistant plays as important a role in the polio eradication
program as a mother does in a home.  Your work is often “behind the scenes,”
serving as the right-hand of the Surveillance Medical Officer, ensuring the SMO
has all he or she needs to get their job done. You help ensure the smooth
management of the program, making certain the many necessary. activities are
carried out efficiently and effectively, from maintaining accounts to ordering new
equipment to analyzing program data. Your support in the program makes it

possible for everyone in the unit to do their jobs well.

When polio is finally eradicated, parents throughout India will never have to worry
again about waking up in the moming to find their child suddenly paralyzed by
polio. This will also betrue for generations to come. Your work as an
Administrative Assistant with NPSP’ will help bring this peace of mind to parents
and children in India. :

£ l‘u[ZLWWW\/

0 , !
David Heymann, MD Jay Wenger, MO
Representative of the Director-General Project Manager |

for Polio Eradication NPSP - !
World Health Organization :
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Statement of marks for the examination of

M.COM.FINAL MAR—-APR.99
ROLL NO. 2433013 NAME- DHMARMESH SINGH
F-H NAME-RAM AYODHYA SINGH -
ENRL .NO. C 94~ 11 ( REVIBED AFTER REVALUATION )
PRIVATE GOVT.M.L.B.ARTEB & COMMERCE COLLEGE,GWALIOR
T - SCHEME OF  MARKS MARKS OBTAINED
SUBJECTS b n MING MAX b TOTAL
QUANTITATIVE 100 ... <»e 020 100 O6F ... ... o6
TECHNIQUES .
MANAGEMENT 100 ... ... 020 100 033 ... ... 033
ECONOMICSH
MANAGEMENT OF 100 ... ... 020 100 050 ... ... 030
INDUBTRIAL RELAT
COMPANY LAW AND 100 ... ... 020 100 037 ... ... 057
SECRETAR.PRACTIC
PREV.YEAR MARXS/0UT OF 188/400 400 |GRAND TOTAL 202
v | FIRST YEAR | SECOND YEAR | THIRD YEAR GRAND TOTAL RESULT DIVISION
A | JOTAL JOUT OF | TOTAL |OUT OF| TOTAL |[OUT OF | TOTAL | OUT OF
R
g wva| von| eve | 2ua| cow | e lo:wo 0800 PASS BECOND
MARKS OBT.-THREE HUNDRED NINETY 0/0F 0800

1 The asterisk adjacent to marks denotes failure (*) 2. The alphabet 'C' adfacent to mar s carfy forward

MARKS CHANGED IN REVALUATION MANAGEMENT - E Ommsp

oy Registrar (Exam.)
/é{/‘ "7 BiweitUniversity, Gwalior
Vidya Vihar, Gwalior 31/ 18/99 NDIDATESTOPY - AsstDy Registrar (Exams.)
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ACCREDITED BY INDIAN COUNCIL FOR DISTANCE EDUCATION

T , E-CODENMDS 737
~ Dhis is to certify that =

DHARMESH SINGH
having c[emonstrated know(e’c'fgeﬁqnd proﬁcie&éy_

satisfactory to the Examining Committee

- successfull eted the :
%stetfé (Prograré%gm@?s Adminié,tﬁation

{

AR ITBNANN

Specialization in Personnef Management

with 4A_(3rade
Sealed with the common seaf of the CInstitute on

7th March 2007
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