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Varsha









Email: varsha.204079@2freemail.com 
Date of Birth: 6th April, 1965
Profile

20+ years of experience in Client Management & Administrative Services. Able to lead in high-stress, fast paced environments

PERSONAL STRENGTHS

· Work experience of more than a year in UAE

· Ability to lead a team and achieve desired results 

· Experience of closely interacting top management at international level

· Familiarity of working  along with multiple departments including warehouse, imports, sales & marketing , operations , administration and HR

· Assume responsibility of quality work 

· Experience  of interaction with suppliers and customers 

· Willingness to be trained with quick learning as well as can take onus of training a team 

· Leadership skills as well as Team ethics 

· Multi‐task by prioritizing

· Strong written, verbal communication & presentation skills

EXPERIENCE SUMMARY

Super Technical FZCO LLC

Chairman’s Office







June 2016 - Present
Reporting to: Founder & Chairman
· Administration support to the department
· Manage marketing budget for advertisements, digital placement of company, promotional items, etc. 
· Responsible for selection, negotiation and procurement of promotional items.
· Manage events and programs
· Responsible for corporate printing matter
· Responsible for designing and procurement of uniforms
· Create and finalize JDs for Employees
Wifag Polytype India Mktg Pvt. Ltd.

Head of Administration & HR






Jan 2012 - April 2014
Reporting to: Director
· Set up and maintained company offices and guesthouses
· Spearheaded recruitment and compensation & benefits

· Developed employee policies compliance employment laws

· Set up and reviewed systems / processes / statutory requirements / AMCs.

· Organised training sessions for the team

· Drove participation in industry events and exhibitions

· Set up travel policies and contracts (hotels & tickets)

· Supported the accounts team with MIS

· Generated invoices and coordinated inward and outward remittance with parent company

· Authorised and managed bank transactions and cash flows
Jet Airways (India) Ltd - Mumbai

Executive – Product Quality  






March 2006 – Jan 2012
Reporting to: GM
· Developed & maintained the Product Specification Manual
· Organised periodic quality evaluations of third party manufacturing facilities and company hubs across India

· Set quality / hygiene standards and developed Corrective Action Report & Plan for vendors

· Conducted product quality checks
· Trained concerned departments on product quality standards required. 

· Annual evaluations of vendors
· Developed monthly and annual MIS reports on product quality and vendors 

Smith & Nephew Healthcare Ltd.
Sales, Administration & Customer Service Executive



Feb. 1996 – Feb. 2004
Reporting to: GM
· Interacted with Surgeons, distributors and sales personnel on product information.

· Worked on price list for best quotations and systemized orders through ERP.

· Managed sales and receivables.

· Controlled inventories and dispatches 

· Supported field personnel with Sales MIS 
· Liaised with the imports division for material delivery.

· Trained distributors on  company products and supported events and conferences management
· Supervised and processed expenses of all India field personnel
Awards Received

· Jan 1997 - “Best Newcomer of the year” – Award for overall performance

· Jan 1997 - “Excellence in Support Services”
· Dec 2000 - “You Can Make a Difference” 
ACADEMIC & PROFESSIONAL QUALIFICATIONS

· PGDM in Marketing

· Knowledge of SAP

INTERESTS
· Travel
· Photography

· Music









