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Highly talented proactive Professional with proficiency in:
Corporate Affairs, PR-Communications & Events/Client Services
Diligent, strong-minded, hands-on and dependable professional, with strong academic background and comprehensive work experience in developing and implementing administrative and personnel policies aligned with organizational needs and goals. Interested in pursuing a position within the area of national and global service to effectively utilize skills, knowledge, and expertise in building relation and interfacing with employees, clients, media, and other stakeholders nationally and internationally. Adept at providing effectual leadership in directing teams toward realization of affective plans for behavior modification. Professional and International event organizer with more than 7 years’ experience in events and project management focused on building strong client relationships & committed to excellence.
Education & Certification (additional certifications*)
*Masters in Business Administration (UK) – (Marketing) Oct 2005- March 2007
London School of Media & Technology 

*Diploma in Business Management (UK) - (Advertising/Communications) Oct 2005- Aug 2006
London School of Media & Technology 

*Bachelor of Business Administration (India) – (PR & Advertising) Mar 2002 – Mar 2004
Canadian School of Management 

*Diploma in Call Centre Management & Supervisory Skills (UK) June 2004- June 2005
Castle College Nottingham 

*Diploma in Public Relations (India) Jan 2002 –Mar 2003
Jain College –India (affiliate-University of Tafe (Australia) 

Strengths, Skills, Competency Snapshot & Areas of Expertise
· Strategic & highly organised analytical planner- proven results in visualizing, expressing and solving complex problems and concepts throughout the supply chain process. Quick to identify potential problems, prioritize and respond based on available information. Organized & focused decision maker. 
· Corporate Communication, PR, Media Management & Media Relation Strategies with ATL/BTL Marketing activities & Social Media Concepts.
· Operations & Logistics - Lead, direct and manage a logistics operation for organizing pre/post event operations & coordination between vendors and the entire events operations to ensure that the execution is delivered with consistent high quality level service and customer satisfaction. 
· Market Research & Competitor Analysis, Advertising & Promotional Campaigns Competitor Analysis, Networking, Event Coordination, Contractual Negotiations.
· Client Services & CRM - High-end customer service managing client relations by implementing contact management, making them aware of the policies and product knowledge, fulfillment of customer needs and ensuring the company brand is promoted in compliance with company policies.
· Corporate Culture, Marketing and Verbal Convincing Skills and written communication, client & partner relationship management, Business development, planning & budgeting
· Exceptional writing and editing skills & hands-on experience honed over the past years in PR & Corporate communications.Interpersonal Communication skills & Cross-Culture Communication with attention to detail and ability to successfully train others.
· Leadership and Event Coordinating Proficiency & self motivated proactive individual with problem solving skills, Conflict Resolution & Group Dynamics.
· Events & Project Management –Planning & Logistics by developing content & Implementation of an agreed events program along with Marcom Activities by coordinating with Media. 

· HR Generalist & Operations Management *Policy Development *Policy Administration *Employee Relations & Benefit Programs *R&R Complaint Resolution* Training & Development * Recruitment Coordination
· Managed and handled various events like meetings, trainings, workshops, weddings, product launches, Round-Table conferences, gala and themed dinners, group tours, cocktail reception, conferences and VIP events in different locations like UK, UAE, Bahrain, Scotland and India.
· Corporate Affairs with special expertise in PR-Communications, Administration, Media, Events, Marcom & Management Operations.                           
Work Chronology –United Arab Emirates
· PRAXIS GLOBAL RESEARCH- A dedicated Events, Workshops & Trainings provider serving the needs of oil and gas professionals through a range of platforms and events.

Manager – Events & Projects - Dubai (Jan 2015- Feb 2015)

Delivered key support to the Director- Projects & Operations the position is responsible for:

Communications & Events Press Releases, Project Communication and oversaw the marketing publications to Edit/ rewrite & proofread. Checked on the Sales and Admin team with High-rise (CRM Database) 

- Worked on social media platforms FB/LinkedIn/Twitter for internal/external client’s feedback network opportunities. In liaison with the Communications and Marketing Divisions

- Facilitating workshops and presenting and handling Event Operations 

Conference Production Communicating with key industry figures to determine the validity of proposed topic, liaising with speakers, sub-themes, timing and location, to create comprehensive topic briefings. 
Sustainability Research & Reports – Edit/ rewrite & proofread research publications and research topics on current Industry trends for Workshops/trainings for latest market developments, carry out special studies and offer a range of key economic and financial forecasts on selected industries relevant to the GCC economies.

Projects (1) IOR/EOR 12th Global Praxis Interactive Technology Workshop 

              (2) 2015 Horizontal Well Completion and Stimulation Workshop
· GULF PETROCHEM- A leading player in oil space, specializing in Oil Trading & Bunkering, Oil Refining, Grease Manufacturing, Oil Storage Terminals, Bitumen Manufacturing, and Shipping & Logistics.

Manager – Communications & Org.Development - Hamriya Freezone Sharjah (Oct 2012- Sep 2014)

Delivered key support to the CEO & Director- Corp.Affairs the position is responsible for handling key areas:
1. Corporate Affairs PR & Events – Project Manager for developing smarter Marcom solutions and supporting automation of major processes across the organization GCC, India & Singapore, developing the brand and promoting the organization through various Social Media Platforms & participation at Industry events & exhibitions.
2. Organization Development comprising of Projects, Internal/Corporate Communication
Projects

· G.D. Goenka International School Sharjah – Start-up operations for this project which included the Administrative operations, Product selection, set up, PR & Media promotional campaign(ATL/BTL), familiarization with the Sharjah Education Zone’s regulations and getting the school ready for approval from the Licensing.
· Sponsorship – NGK Racing Series at Dubai Autodrome & Abu Dhabi Grand prix – Streamlined the process of promoting our team by initiating a PR-media campaign (ATL/BTL) with various sports magazines and social media to promote our team and brand(Teammates Coastas Papantonis and Alexandros Annivas have several accolades to name i.e.Class 1 and Clio Cup titles of the NGK Racing Series.
Events 

Assisted the CEO and Director in various initiatives and award application process for awards and recognition i.e. Alleem Project Management Excellence Awards, ISLQ International Star for Leadership in Quality AWARD - Paris 2013, Meed Quality Award for Fujairah Terminal Project. Major events handled -

Pipavav Oil Terminal construction Launch – Gujarat- India, Grease Plant Inauguration – Ajman UAE, Corporate Office Inauguration- Hamriya Freezone Sharjah, Fujairah Oil Terminal Launch Fujairah UAE - Inauguration by H.H. Sheikh Hamad bin Mohammed Al Sharqi Member of Supreme Council & Ruler of Fujairah along with Consul General of India- Dubai Mr. Sanjay Verma, G.D. Goenka School Inauguration and Launch Consul General of India- Dubai Mr. Sanjay Verma, School Open Day etc.

CSR Initiatives introduced - discussed the initiation to adopt CSR and sustainability practices by participating in CSR initiatives as part of giving back to nature organized ‘’Plant a tree’’ campaigns in our own school and office location in Hamriya Freezone and assisted the Hamriya Green Team in their CSR initiatives Hamriya Marine Day, Water Conservation Management, Environmental compliance programs and many more to increase awareness of the Global environment and to educate our employees in CSR practices and the launch of the Aspam Charity Foundation. 
Sponsorships FUJCON, Bunkering & Oil & Gas events/exhibitions worldwide, WETEX – Exhibition and stand space for Grease Products, GULF Super Sixes Tournament 2012 participation & sponsorship. Communications  Launched the company’s very first Internal monthly newsletter “GP- Times” an initiative to have an informal platform for all employees to express thoughts & network across locations. Initiated the social media platforms FB/LinkedIn/Twitter for internal/external client’s feedback network opportunities.

Administration Initiated an “HR Helpdesk” for one point contact and resolving issues, created and maintained filing systems. Generated Human Resources data reports, maintained confidentiality of proprietary information plus, prepared and reviewed written documents accurately and completely.

· BANK SARASIN-ALPEN (ME) Ltd - Sustainable Swiss Private Bank an international financial service provider committed to sustainability & providing high level of service and expertise when acting as investment advisor and asset manager for private and institutional clients.

Manager – Corporate Affairs & Events - Dubai (Jan 2011- Sep 2012)
Delivered key support to the MD-Corp Affairs-HR & VP-Corp Affairs-HR, the position is responsible for handling - Corporate Affairs PR & Events      

Assisted the VP for the Application process for awards and recognition i.e “Sheikh Mohammed bin Rashid Al Maktoum Patrons of the Arts" Award (MRM Business Awards), Dubai Chamber CSR Label to adopt and lead best CSR and sustainability practices in the region, Best Islamic Wealth Manager award at the Islamic Business and Finance Awards 2012, Arabia CSR Awards and Islamic Business and Finance Awards.

Events  -  Seminars, conferences, workshops, Product Launches and the most  prevalent being the Global Fusion Concerts(live concerts with artist management) – UAE, Oman, Bahrain, Golf Day, Round Table Conferences plus the internal events for employee interaction and team building  i.e Annual Strategy Meets, Open day, Wellness week, Suhour, Iftar and festival events. 

Sustainability Research & Management Reports – Edit/ rewrite & proofread research publications and Industry reports for Alpen Capital, the intent of the industry research service was to keep a close eye on the latest market developments, carry out special studies and offer a range of key economic and financial forecasts on selected industries relevant to the GCC economies.

-Assisted with copywriting and advertising layout and coordinated with guest writers/research team to organize and refine articles.
Communications - Launched the company’s very first Internal monthly newsletter ‘Insights” an initiative to have an informal platform for all employees to express thoughts and get to know other colleagues across locations.

Administration of Employee Relocation Worked independently with candidates to manage the relocation process and coordinated all arrangements to include: house hunting trip, travel, temporary housing arrangements and movers.
· MIDDLE EAST GLOBAL ADVISORS LTD – A leading business information firm focused on achieving business results for the Islamic banking & finance industry.
Manager - Operations & Events - Dubai (July 07- Dec 2010)
Delivered key support to MD, serving as point of contact for senior and general managers& unit leaders. 

Key conferences handled 3rd Annual World Takaful Conference - Dubai, 4th Annual World Islamic Funds and Capital Markets Conference - Bahrain & World Islamic Banking Conference: European Summit, London.

*Additional Training/ Certifications

•Anti-Money Laundering awareness certification

•Complete ongoing training in the areas of compensation and benefits, employee and labor relations, leaves of absence, workers' compensation and workplace safety/security.

•Training in the areas of Fraud & Compliance.
•Diploma in International Airlines Travels & Tourism Management (India)

Blue Nile Institute of Travel & Tourism

•Diploma in CSR & Practical Training (Amadeus, Saber, Air India) - Armen Tours & Travels Institute(India) 

•Diploma in Computer Applications (India)  - Boston’s Computer Institute  

•Diploma in Cyber Media (India) -  IIST Institute                              
 •D’gre’ Elementary French Course (Basic)   Alliance Franchise – India                                          
 •Foundations of English Language Teaching (FELT)  City & Guilds – Nottingham (United Kingdom)
References: ‘Provided on Request’

Visa Status: Residence Visa –Company Sponsorship (Dubai)
Computer Skills

Microsoft windows, XP,
 Microsoft office (Word-Excel-PowerPoint-Photoshop)

ERP packages


 Business Objects

Internet Research

 Google Analytics / Social Media Concepts

Internet Applications              Knowledge of Adobe (Photoshop)

Consulting / Freelancing projects & Internships undertaken
• Proof reader and copy editing for The Shining Goal magazine (Magazine for Children & Young Adults)     Canada & UK Subscriptions.
• Corporate/Launch/Events and trainings for Eye of Dubai – Dubai

• Wedding Planning and conceptualization for Mr. Goel Director at Gulf Petrochem –Atlantis Dubai

• Freelancing promotional assignments –

-Formula 1 Abu Dhabi Grand Prix - Yas Marina Circuit  - GITEX  -ATM(Arabian Travel Mart)  - WETEX

• Freelance event and In-House Photographer 
• Corporate events and training for hospitality industry on behalf of JLM consultants - Dubai
• Corporate Events & Wedding planning on behalf of Concord Travels, Red Events, Burj Al Arab, Madinat Jumeirah, Oasis Beach Tower Hotels – Dubai
•Freelancing individual personal events for Rahma Wedding Services / Hamdan Productions – Ajman

•Park Plaza Hotels & Resorts - Hospitality Specialist (Internship) – Events & Banquets – Nottingham UK
•Ikano Financial Services Backend -Account manager for LOYALTY Cards for retailers like IKEA,   NEWLOOK, WAREHOUSE,OASIS etc. – Nottingham UK

•Wedding Planner / Bridal Consultant for Confetti & Wedding Delights – Nottingham UK

•Entertainment LIVE-Events & Concerts for hospitality on behalf of  Showsec International – Elton John, Girls Aloud, Lionel Richie, Busta Rhymes & Manchester United Matches. – London UK
•RJ - RADIO FIZA 98.1FM – Ramadan Events in Nottingham  UK
•Social/Project Worker – AWAAZ Asian Mental Health Organization – Nottingham UK

•Interned as Assistant HR trainee to understand Human Resources in the Hospitality Industry Golden Palms Resort & Spa – Bangalore -India. 
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