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CAREER OBJECTIVE 

To share and utilize versatilely professional skill and knowledge with a team of professionals for streamlining operations for major productivity gains.
PROFESSIONAL SYNOPSIS:
· More than 9+ years of experience in the areas of managing, multiple projects, providing exceptional customer support. 

· Aided The Chairman in meeting deadlines, scheduling meeting and resolving pressing issues. 

· Contributed heavily to projects, preparing estimates for site work, negotiating and finalizing contracts and overseeing project teams to ensure on time completion. 

· Expert in building customer databases and crafting high-impact proposals and presentations.

· Committed to strengtheninginterdepartmental collaboration and the skill and knowledge development aligning with the vision and mission of the Institution 

· Promoting high documentation standards and applying far-ranging Microsoft Office suite applications.
ACADEMIC CREDENTIALS: 
· Bachelor of Arts (Language and Literature) from Madurai Kamaraj University

· Master of  Arts (Language and Literature) from Madurai Kamaraj University

· P.G.D.F.R.M from Madurai Kamaraj University

· P.G.D.T.Q.M from Madurai Kamaraj University


AREA OF EXPERTISE:
Administrative support (Multi-project management(Scheduling Customer Service(Process Improvement(Program Development(Program Management(Database Management(Communication Initiatives(Proposal writing(Operational Streamlining(Event and presentation Coordination(Change management
.
EXECUTIVE MANAGER:







Mar 2012 - Dec 2014
(Streamlined office operations for productivity gains, Events management and coordination, highly accessible filing system.)
Key Accomplishments:
1. Events Coordination / Contribution: 

· Organized and team leader - “Volunteer Management 2009” – Conference conducted by iVolunteer, Mumbai, at MMHRC, Madurai on 17th& 18th April 2009

· Coordinated a customized “Proposal Writing Workshop” – conducted by Nice Foundation,  for the staff of the department of Resource and Development department 

· Organizing committee member in “Lunch with James Vasanthan”, “Coffee with celebrity” and “Duck Race 2009”
· Organizing committee members in 2 national and international fundraising workshops conducted by SAFRG and Indiana University's Fundraising School in Madurai in the year 2008. 
2.   Volunteer Management
· Successfully established Volunteer Management System.
· Formulated, designed and implemented Volunteer Manual, Volunteer registration system, recruiting process, Volunteer Service Description, Volunteer Service Schedule, Volunteer Certificate and Volunteer appreciation letter.
· Recruited and managed 300 student volunteers during the fundraising event “Duck Race 2009”

· Registered MMHRC as one the volunteers recruiting organizations in Warwick University, UK, Worldwidehelpers, Volunteermatch
· Recruited and managed international volunteers from London, UK and Pennsylvania USA, more than 50 intern medical and non-medical students from IOWA, USA on 2008-09

· Sourced agencies such as “Projects Abroad” and “Travellers Worldwide” for recruiting volunteers and raising funds

3. Mail Management:

Direct Marketing Campaigns:Coordinated with the Resource Mobilization team to ensure effective functioning, monitoring and control mechanisms in place for fund raising investments and also for creating MIS to facilitate proper managing of income generated through the Direct Mail Campaigns)
4. Managed an in-house Direct Marketing team to facilitate the following campaigns 

a. Direct Mail Campaign: TELEFACING
· Managed a team of telemarketers of a third party who have worked for the hospital
· Trainer to telemarketers

· Team member in designing of brochure and donation forms for launching the Tele-facing Campaign

· Core member in liasoning with the Tele marketing Agency for raising funds
· Day-to-day monitoring with the Telemarketing agency for everyday updates in increasing funds 

· Work closely with the finance department for effective management of the funds 
b. Direct Mail Campaign:COLD MAILING
· Managed the campaign for new donorsacquisition
· Created MIS foranalyzing the potential donor segments, incoming funds, average donors and donations.
· Other Activities
a.  coordinate with Database agency for mass mailing campaigns
b. scrutinize the data for campaigns
c. coordinate with PC Mailer for mass mailing

c. Direct Mail Campaigns: WARM MAILING

a. Profiling of donorsfor Warm Mailing Campaign
b. Monitored follow up call-chaser system post campaign
c. Created MIS for assessing the donors in terms of donor upgrading
d. Support materials in Communication:(Work  closely with  the Communications team  to ensure effective upshot of supportive materials in communication)
a. Evaluation of communication materials  for better outcome such as brochure and donation forms related to the campaigns

b. Executed a bilingual “Documentary video” preparation, video and audio editing and script translation.
5. Online Fundraising Management
· Implemented “AXIS Bank Payment Gateway” in MMHRC Website

· Written drafts to suit the needs of the charity activities of the MMHRC 

· Mobilized funds through online

· Conceptualization of MMHRC’s charity website: 
· Formulated, designed and implemented a charity blog, youtube video blog as online fundraising tools: 6. Database Administration:
· Ability to analyze the new donors, repeat donors and lapsed donors by the “Giftworks Donor Software”
·  Working knowledge of  designing the statistical data administration in Management Information System (MIS) for Fundraising planning, target and achievement

S.R.TRUST – MEENAKSHI MISSION HOSPITAL AND RESEARCH CENTRE, MADURAI.
EXECUTIVE SECRETARY: 






Apr 2008 - Feb 2012
Key Accomplishments:
· Offered dedicated support to the Chairman and senior Associates and Senior Managers.
· Crafting presentation materials

· Collaborated with multiple departments in improving overall quality and efficiency.

· Communicated regularly with clients, donors and vendors.

· Standardized the documentation

· Prepared expense reports

· Successfully balanced staff and client needs

· Utilized technical skills spanning Microsoft Office Suite.

S.R.TRUST – MEENAKSHI MISSION HOSPITAL AND RESEARCH CENTRE, MADURAI.
TRAINING AND DEVELOPMENT – MANAGER (ASSISTANT)

Aug 2005 - Mar 2008

Key Accomplishments:
· Distinctively formulated HR Training and development strategies for medical, non-medical and supporting staff.

· Developed individual/group training programs that meet the skills gap identifiedthrough training needs assessment.
· Designed and implemented “e-learning” from the hospital to the hub centres.

· Develop job profiles for International Volunteers; select, interview and hire more than 95 international volunteers in collaboration with the concern departments
Planned and developed“on-the-job training programs”, “career developmentprograms”and “Motivational Credits” with a focus on retaining existing talent and reducing employee turnover 

Training Programs attended:

· Delegate in 18th South Asian International Fund Raising Workshop on “Building Relationships for Sustainability”on 22nd to 25th August 2007. at JaypeePalace, Hotel and Convention Centre, Agra, India. 
· Delegate  in “Round table conference on Direct Mail” at Resource Alliance, Delhi
· Delegate SAFRG South India Regional Fundraising Workshop 2008 on “Cost Effective Fundraising Techniques” on 08 – 10 March 2008 in Madurai.
· Delegate in conference on volunteer management 2009” conducted by iVolunteer, Mumbai.
PERSONAL DETAILS:
Date of Birth
: 
23rd April 1973

Marital Status
: 
Married

Health

:
Excellent (Non-Smoker)

Nationality
:
Indian

Visa status
:
On visit visa
ACKNOWLEDGEMENT

Able to co-ordinate, organize and improve the potential ability of the people through the best of knowledge effectively.
Dubai









Yours truly,
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