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Aspiring for opportunities in Business Development/ General Administration/ Human Resource Management with an organization of high repute  
PROFILE SUMMARY 
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· Offering 13 years’ experience in Business Development, General Administration and Human Resource Management 

· A proactive leader and planner with expertise in market plan execution, account management and sales efforts with skills in staffing and targeted marketing

· Streamlining workflow to enhance profitability innovatively for reputed business houses

· Gained exposure in devising recruitment and selection plans, establishing SOPs for recruitments,  handling the entire recruitment to cover various types of vacancies 

· A resourceful administrator with a merit of handling travel arrangements, foreign exchange and employee management activities in an effective manner 
· Analytical, meticulous and quality-oriented professional with an eye for detail
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+ Obtained maximum client satisfaction and
generated substantial revenue
« Effectively handled the overall administration

CORE SKILLS

« Exploring business potential, opportunities
« Interfacing with clients and maintaining
profitable relationship with them
Indulging in employee engagement activities

DOMAIN & INDUSTRY
EXPERIENCE

Cross cultural experience of working in
India and UAE





EMPLOYMENT DETAILS 
 Aug’ 13 – Till  date with Technical Services LLC  Dubai UAE as Business Development Manager 
Key Result Areas:

· Running sales & marketing operations, increasing sales growth and taking initiatives to achieve business goals

· Conducting competitor analysis & competency mapping for keeping abreast of market trends and competitor moves to achieve market share

· Identifying prospective clients, generating business from the existing clientele, thereby achieving the business targets

· Strategizing the long term business directions of the region to ensure maximum profitability in line with the defined organizational objectives

· Managing customer centric operations & ensuring customer satisfaction by achieving delivery & service quality norms

· Attending to clients’ complaints and undertaking steps for effectively resolving them

· Interacting with the customers to gather their feedback regarding the product satisfaction

· Recognizing & establishing financially strong and reliable channel partners for deeper market penetration

· Providing training & direction for ensuring quality performance

Key Highlights:

· Developed strategic and operational sales plans which resulted in 75% increase in overall sales and gross margin

· Amplified customer base by maintaining effective relationships, 100%
· Identified tarkets and established successful plans to develop them, thereby bringing in INR 1 Crores worth additional revenue

· Expanded sales by 50%  through innovative selling techniques 

Jul’ 10 – Jul’ 12 with Patel Trading Company Middle East LLC. Sharjah UAE as Administration Officer cum Sales Admin. & Sales Coordinator
Key Result Areas:

· Handled all the sales related activities of the company
· Addressed high volume of customer enquiries whilst providing a high quality of service to each caller
· Ensured that sales correspondence is correct and accurate 
· Maintaining a track of the sales orders to ensure that they are scheduled and sent out on time
· Catered support to the field sales team
· Monitored and ensured that staff uniforms and personal appearance are always clean and professional
· Conducted administrative tasks including data input, processing information, completing paperwork and filing documents 
· Arranged for sales promotional campaigns
· Reverted to the sales queries via phone, E-Mail and writing
Dec’ 09 – Apr’ 10 with Universal Lubricants Factory Zinol LLC, Sharjah, UAE as HR Generalist

Key Result Areas:

· Handled the entire gamut of activities related to Human Resource Management which involves:

· Sourcing of profiles, coordinating with placement agents for recruitment, conducting follow-up on candidate joining, announcing new employee joining

· Generating offer letter, negotiating with candidates & confirming acceptance of offer

· Managing attendance & leaves
· Involved in international travel management activities, visa processing, travel insurance, foreign exchange and travel expense settlements

May’ 09 – Nov’ 09 with Manipal Hospital, Bangalore, India, as Administration

Key Result Areas:
· Executed various means of communication channels
· Steered the entire spectrum of activities for managing the administration of the department
· Handled the secretarial activities for the company 

· Maintained a close coordination with the customers and ensured that their requirements are fulfilled 
Aug’ 07 – Apr’ 09 with Rahobath Consultant, Bangalore, India, as Business Manager - Personal Loan Section
Key Result Areas:

· Successfully handled Personal Loan (Salaried) business and achieved on monthly basis benchmark targets and met the SM productivity norms set basis Grade / Band

· Achieved the target by generating maximum potential business in areas / prime market location through branches, DST & channels allocated / appointed from the area falling under work preview
· Monitored the DST staff activities and ensured that they productive and significantly above the minimum productivity benchmark, so that both the median and average productivity levels increase
· Imparted periodic training of DST on processes / product / policy and timely updates on any changes therein
· Curbed the CoA by maximum PSL booking, direct sourcing, good quality sourcing to reduce rejection 

PREVIOUS EXPERIENCE (5 yrs 6 months )

Dec’ 03 – Jul’ 07 with Capital Edge Marketing Consultant Pvt. Ltd., Bangalore, India, as Business Manager (Business Loan / PL)

April’ 02 – DEC 07 with Standard Chartered Financial Ltd., Bangalore, India, as Relationship Manager
EDUCATION

· MBA from National Institute of Management,  2007-2008
· Graduate Diploma in Business Administration from National Institute of Management, GNIIT, Bangalore 2002 to 2006
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TECHNICAL SKILLS 
Programming Languages: 

VB5.0, 6.0, MFC, ASP, VB Script, HTML, DHML and XML

RDBMS:




SQL6,5, 7.0, MS – Access Sybase (10.0)

Win – Operating Systems:   

Windows NT, Win-95, Win98, MS DOS and UNIX

Software Package:   


MS Office 2000 and Developer Studio

Knowledge in Accounts:   

Tally , A++, Trade & Financial Account        
PERSONAL DETAILS 

Nationality:



Indian

Date of Birth:



3rd May 1976

Marital Status:

        
       
Married


Languages Known:     


English, Hindi, Malayalam, Tamil and Kannada

Visa Status:     



Partnership Visa              

No. of Dependents: 


1                                

Driving License Details:                                  
Applied            
                                                   
