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Aspiring Assignments in Executive Assistant/secretary, Office Administration, Client Relationship Management, Store Management, Sales & Business Development, Airlines and Travel industry


Highly competent professional having an urge to work in a challenging environment with a progressive organization that gives me greater opportunities to learn & grow while contributing as a member of its goal driven team. Self starter & quick learner who always exceeds expectations. Multi-lingual with strong communication skills, sharp presentation, negotiation, trouble shooting, team building & decision making abilities.
CORE COMPETENCIES

· Office Administration
· Handling HR Responsibilities
· Leadership/Team Building 
· Correspondence & Reporting
· Travel & Appointments
· Training & Development
· Resource Management
· Brand Management
· Store/Boutique Management
· Fashion Designing    
 

· Business Development
· Advertising & Sales Promotion

· Event management
· Filing and Record Management

· Relationship Management

CAREER CONTOUR

Since Feb 2011: Self employed with Eviva
Nov 09 – Oct 2010: Smith Services, Schlumberger Company, Mumbai as Office Administrator & EA to the Country Head

Aug 08 – Mar 2009: Abu Ghazaleh(AGIP), Mumbai as Business Development Officer & Office Secretary

Mar’08-May’08: Thomas Cook, Mumbai as a Trainee
KEY DELIVERABLES & FUNCTIONAL EXPERTISE
· Eviva is a first exclusive Bridal & Western fashion house in New Bombay specializing in custom-made & readymade Bridal Gowns & accessories, Party Gowns & Cocktail dresses, Western outfits & Wedding planning. 
· Store/Boutique setup & Management: Led startup & branding of Eviva, creating the brand name, the logo & launching the store; Identify target markets for designs considering age, gender & socioeconomic status; Set prices for styles, developing & Marketing a group of products & accessories.
· Advertising & Brand Promotion: Advertising for the store & promoting the brand through various print & social media; Creating & maintaining FB page & brand promotion (Social Media Marketing); Networking with people from the industry & attending high fashion events like Lakme Fashion week; 
· Merchandising & Sourcing: Visual merchandising with innovative ways to keep store upbeat as per the season, occasions & trends; Arranging the window display to attract prospective clients; Stock management by maintaining inventory levels, ordering merchandise, & independently tracking orders; Sourcing of fabrics, trimmings, tailoring materials & accessories; Negotiate with the suppliers of materials & fabrics, maintain records of supplies & purchases.
· Client Service Management: Client servicing & providing exceptional customer services; Ensuring client satisfaction & relationship building with continuous updates via direct emails & phone; Able to meet deadlines & deliver to perfection.

· Fashion Designing & production: Pattern drafting & cutting of fabrics for garment construction; Highly skilled in designing both apparel & textiles; Designing according to clients requirements & budget; Develop & design fashion collections for ready sale: Work with stitching staff to ensure design protocols are being followed; People management - maintain positive employee morale to boost production & sales; Knowledge of Silhouettes, Fabrication & sewing machines.

· Contemporary fashion & trend Management: Analyzing market trends; Hands on experience in providing clothing guidance for high end fashion; Visiting textile showrooms for latest fabrics; Reviewing garment magazines & fashion blogs to keep up-to-date; Keep abreast of new season fashion & trends; Profound ability to follow & understand trends.
· Wedding planning: Innovative & unique ideas for events including theme setting
· Office Administration: Accounting & managing the store & implementing cost effectiveness; 
· Smith Services, A Schlumberger Company is a leading worldwide supplier of premium drilling products & services to the oil & gas industry.
Executive Assistant to the Country Head & Managing the Admin department. 

· Providing administrative support to the country head in a timely & courteous manner
· Manage the country head’s appointment & travel arrangements.
· Answer direct calls efficiently or take accurate messages when appropriate.

· Planning & organizing meetings, conferences & training programmes.
· Maintaining strict confidentiality with sensitive information, financial documents, client & personal matters.
· Word processing of official company documents like annual report, prospectus, executive summary & contracts.
· Corresponding with various clients & coordinating for availability of engineers on field jobs.

· Coordinating travel & stay for engineers on jobs to the various oil fields around the globe.

· Managing documentation for work visa for expats & work permits from the ministry of home affairs.
· Maintain relations with clients, suppliers & contractors.

· Preparing tender documents & quotations for various projects.

· Dealing with vendors for various office supplies, services & requirements & managing their payments. 

· HR Responsibilities - Maintain the leave register, employee records & time cards; Process medical reimbursements of employees; Organizing trainings for employees; Arranging social activities for the office staff.
· Abu-Ghazaleh Intellectual Property (AGIP) is a pioneering firm in intellectual property protection in the world & a global leader in trademarks, patents, designs copyrights & domain name.

Marketing & Promoting IP services; Trademarks, Patents, Designs, Copyrights registration & protection.
· To increase awareness of IPR management & protection by marketing & promoting IP services.

· Approaching  potential clients to address the importance of Trademark registration
· Attend conferences & seminars to expand network & acquire new ideas.
· Represent the firm & promote its services at various events.

· Being in constant touch with all Chambers of Commerce, Embassies & Consulates to establish new contacts
· Promote the company brand to key buyers ensuring their knowledge is current & appropriate

· Generating new business both in personal meetings & over the phone

· Writing up concise & value based sales proposals

· Attending to all clients in timely & accurate manner; Understanding client needs & issues
· Developing & maintaining database of all contacts from different sources.
· Office administration:  Smooth functioning of the office, Managing the petty cash & registry for expenses; Maintaining office stationary levels; Organizing employee events
· Organized the setup of all office meetings, keeping & circulating minutes.
· Thomas Cook is a leading integrated travel & related services company offering a broad spectrum of services that include Foreign Exchange, Corporate Travel, Leisure Travel, Insurance, Visa & Passport services.
· Sales support for group Leisure Travel  & Free independent tourist
· Selling holiday packages to walk in clients & keeping up with sales targets 
· Back office support to the visa team & sales team.

· Visa documentation for clients & handling travel insurance for clients.
· Handle international travel, local travel, hotel reservations & hospitality arrangements
· Compute costs of travel, accommodations, travel insurance & package tours to match client budgets.
· Handle client queries & imparting information on domestic & international air travel, itinerary, currency rates, holiday packages, passport, visa, inoculation requirements & customs regulations.
· Maintain client profiles & database for follow-up & sales cold calling.
· Collect & process payments, refunds, handle foreign exchange desk.
· Advise clients on travel arrangements, weather conditions & necessary wardrobe
· Confirm all reservations prior to travel & deliver handy travel kits to clients.
ACADEMIC QUALIFICATIONS & PROFESSIONAL TRAININGS
2007
B.Sc. in Home science from Mumbai University, India

2004
XII in Science from Lady Hill Victoria Girl’s College, Mangalore, India

2008
IATA/UFTAA Foundation & EBT Course from IATA, Montreal
2008
Diploma in International Airlines and Travel Management from IITC, Mumbai

2008
Computer Reservation Systems – Amadeus and Galileo from IITC, Mumbai
2008 
Delf French A1 from Le President de La Commission Nationale du Delf et du Dalf
2008
Niveau A2 & A1 French Alliance Française de Bombay. 



2006 
Workshop on Boutique Management from Nirmala Niketan College of Home Science, Mumbai

2006
Entrepreneurship Awareness Camp from Dept of Science & Technology, Govt of India.

2005
Basic of Computers & Photoshop from Nirmala Niketan Polytechnic, Mumbai
PERSONAL DOSSIER

Date of Birth


:
20th March, 1987

Languages Known

:
English, Hindi, Marathi, Konkani and French
Valid Visa


:
Visiting Visa
