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                                                               PROFILE SUMMARY
A results driven, self-motivated and resourceful project coordinator with an in depth understanding of all aspects of project coordination and implementation. Overseeing and coordinating the day to day running of projects by assisting project managers and senior managers. Active involvement in the requirement gathering, requirement gaps analysis, updating and monitoring of business and action plans.

Competent problem solver with exceptional commitment towards quality communication, negotiation and persuasion skills. Strong team leader with the proven managerial experience to lead multidisciplinary teams and ensure productivity and morale in high pressure situations.

OBJECTIVES
Project Management position in an IT industry with a focus on Team Leadership, Analysis and Customer Care.
Now looking forward in making a significant contribution with an ambitious company that offers opportunities for progression.
                                                                     WORK EXPERIENCE
1. Worked with Sigma Info Solutions as a Project Coordinator since Sept 2012 to Dec 2014.
Roles and Responsibilities: 

· Worked in coordination with the project administrator and managers to complete the projects well within the timelines
· Served as a point of contact from project initiation to completion
· Scheduling meetings with the clients and preparing minutes of meetings for future references and distributing to the respective team members

· Giving demos to the client over Skype and WebEx tools

· Filling up time sheets for tracking the time spent on particular task or project
· Maintaining the project related confidential files into safe custody

· Manage and organize project issues, maintain bugs and issue tracking systems
· Creating detailed project plan with mock ups and well defined tasks, milestones, client sign offs and specifications, which communicates project progress to management
· Assigning programming tasks to team members and set milestones to monitor progress
· Maintaining constant communication with project team manager to report progress, identify issues, and allocate resources
· Managing the change management process throughout the project life cycle
· Skilled in building excellent rapport with clients and team members
2. Worked with 24x7 Learning Pvt. Ltd. since Mar 2011 to Aug 2012 as an Academic Coordinator.

Roles and Responsibilities:
· Pre Sales of our courses and LMS to colleges and corporate organizations respectively
· Scheduling academic calendar, end to end communication/coordination through emails, calls with faculties and students
· Handling LMS for 250 plus students accounts
· Maintaining academic reports. (Assessments, attendance, feedback, delivery.)
3. Worked for INFOSYS BPO from July 2008 to Nov 2008. (US Yahoo Process/SEO)
Roles and Responsibilities:
· To make sure that our clients website gets the maximum number of clicks in the US Yahoo search engine
· To give close keywords for our clients website to be highlighted in the top list in the search results
QUALIFICATIONS
2011 - MBA from T.John Institute of Management and Science, Bangalore University   - 65%

2008 - BCA from Acharya Institute of Management and Science, Bangalore University - 69%

2005 - PUC from Kumudini Homes School, WBCHSE, 



         - 60%.

2002 - 10th   from St. George High Secondary School, WBBSE,
                                 - 53%

SPECIALIZATION
                       Marketing Management and Information Technology
                                                           TECHNICAL SKILLS

          Basic, Windows XP, MS Office (Excel, Word, Power-point and Project)
PERSONAL & PROFESSIONAL ATTRIBUTES
· Soft Skills: Exceptional interpersonal, communication skills, leadership and team work.
· Personal Values: Ethical approach and emotional competencies.
· Key Skills and Competencies: 
1. Self-motivated with a flexible attitude, and be able to adapt quickly to change
2. Leading, engaging and building confidence in project staff
3. Proven ability to stay within approved budgets, schedules & achieve objectives
PERSONAL INFORMATION
1. Date of Birth:

11th September 1986
2. Languages Known:
English, Hindi, Bengali and Nepali
3. Visa Type:                  Visit Visa
4. Hobbies:

Listening music, Travelling and Socialising with people
5. Present Address:
Deira, Naif Road, Frij Al Murar, Dubai
DECLARATION
I hereby declare that the above information furnished is true to the best of my knowledge and belief.
