Gulfjobseeker.com CV No: 1349028
Mobile +971505905010  cvdatabase[@]gulfjobseeker.com
To contact this candidate use this link
http://www.gulfjobseeker.com/feedback/contactjs.php
Profile:

· A self-drivenand result–oriented professional with near to four years of work experience in Marketing, HR & Administration in India and in United Kingdom.
· Graduated with a Masters in Business Administration from Liverpool Business School, UK, specializing in Human Resources and Marketing.
· Equipped with excellent interpersonal, oral and written communication andanalytical skills working in cross functional teams.
· Ability to prioritize and remain focused on the essence of an issue and work well without supervision. 

· Skilled at learning new concepts quickly while working under pressure and an intermediate level user of Microsoft Office programs (Word, Powerpoint & Excel)
· Certified with Prince2 certification and recognised by superiors for excellent professional performance.
· Aspire to be a part of an excellent team thriving to provide efficient work in Marketing, HR & Administration.
Professional Strengths:

· Key Competencies:



Education:


Masters in Business Administration (MBA)                                  Liverpool Business School ,UK                                                                                                                                          

Grade : Second Class                                   September 2007 – May 2009

· Key Modules
· Marketing, Finance, Operations, Internationl Business & Managmeent, Business Analysis, Project Management, Strategy Management and Research Methodologies & Tools

· Awarded first class in the thesis ‘Employee satisfaction and retention strategies in the Insurance ’
Bachelors in Commerce (Bcom)                                                              University of Mumbai, India
Grade : First Class                                                   June 2004 – April 2007

Higher Secondary certificate (HSC)                             Maharashtra State Board, Mumbai, India
Grade : First Class                                                   June 2003 – April 2004

School Secondary certificate (SSC)                             Maharashtra State Board, Mumbai, India
Grade : First ClassJune 2001 – April 2002
Professional Experience:


Thomas Cook(India) Limited – Full TimeIndia
Administrative Executive / Consultant                          July 2013–May 2014
· Highlights
· Responsibilities included addressing complaints across all branches related to facility management, managing information system and co-ordinating with all branches across the country.

· Assisted the VP in making presentations, handling accounts and arranging meetings and travel arrangements.  
· Demonstrated great attention to detail in helping customersresolving their queries.

· Designed and implemented a new feedback process that consisted of an employee satisfaction survey and an exit turnover that led to a decrease in turnover.
· Assisted in designing and creating training manuals and presentations.

· Managed the production of marketing materials, including leaflets, posters, flyers, newsletters, e-newsletters and DVDs

· Arranged the effective distribution of marketing material
MX Pharmacy– Full Time                                                                      United Kingdom
HR cum Administration ExecutiveJuly 2010–February  2011
· Highlights
· Participated in recruitment effort for personnel, screening applications, as well as coordinating and conducting interviews for personnel. 

· Managed and conducted pre-employment screening, reference checks, background screens and physical fitness tests and responsible to send correspondence to applicants as and when needed.
· Coordinated the use of temporary labor as needed, including maintaining relationships with agency representatives and communicating temporary needs as well as acquiring the contract and obtaining local and HO approvals.
· Provided recommendations to the organization based on analysis conducted to improve morale and to increase job satisfaction leading to retention strategies.

· Coached team across various sections of the pharmacy which included 
dispensing of drugs, printing labels and dispensing as required.
· Exhibited excellent problem solving skills, complemented with structured communication for effective and efficient customer handling.
· Worked with store manager to prepare inventory paperwork and report inconsistencies in invenetory and faulty products.
· Experienced in positioning inventories strategically so that the products are available at the right time and at the right place.
· Maintained and updated customer databases to keep a timely track on all the clients.

· Monitored the competitors closely on regular basis to keep a track on their activities to achieve competitve advantage. 
Image Centre – Part TimeUnited Kingdom         
Administrative/Accounts Assistant                         August 2008 –September 2009
· Highlights
· Key responsibilities included handling monthly bookkeeping / accounts using Quickbooks software, managing the payroll across performance evaluations, salary increases and compensation. 
· Demonstrated ability to conduct market research& analysis to develop insights and ideas and build recommendations.

· Developed excellent financial analysis skills to obtain results in reference to competitor’s viability, stability and profitability of business
· Responsible for talent management within the company, including selection and retention strategies and conducting orientation programs
The New India Assurance Company Limited –Part Time                                                            India      
Administration & Executive Assistant                    May 2006- June 2007
· Highlights
· Conducted visits (corporate & personal) in an effort to develop new and existing accounts.

· Handled customer services involving queries around claim, recovery management and policy renewals.
· Developed a broad network of productive and reliable business relationships with clients to continuosly meet sales targets.

· Performed research and wrote comprehensive insurance estimates in order to ease client servicing.
Activities& Awards:


· Skills: MS Project ,MS Office, MS Excel, MS Powerpoint

· Languages: Fluency in English, Urdu, Hindi, Marathi & Gujarathi

· As part of Liverpool Art Regeneration Consortium (LARC), worked with culturally diverse teams and networked with visitors and sponsors of art organisations
· Responsibilities included developing questionnaires, conducting primary and secondary research and performing analysis to develop insights and ideas
· Awarded with Graduate Accelerator Programme recommended by prestigious employers  in Euro zone for demonstrating skillset pre requisite in human resource and markting industry
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