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  A highly efficient and methodical HR and Administration supervisor with over six years of progressive Leadership experiences in several dynamic industries. Flawless track record of delivering impressive bottom-line results. Expert in the development, growth, and leadership of successful Sales and Marketing personnel. Highly skilled in analyzing existing operations and implementing effective systems, strategies and processes to improve Organizational performance. Conducting interviews, interacting with recruiters, managers and vendors on a regular basis. Catalyst for change with a solid record for reversing under-performing operations.
Tertiary Qualifications

2004 - 2005
University of Mumbai Maharashtra
Business Management 
Results: First Class
2003 - 2004
University of Mumbai, Maharashtra 
             Diploma –foreign Trade

2002 - 2003
HSC (Higher Secondary Certificate)
             Maharashtra Board

2000 - 2001
St Mary’s High School, Mumbai Maharashtra
Results: First Class
Experience
MELITI GENERAL LLC
April 2014-JAN 2015 
Administration Supervisor.
Duties:

· Devising and maintaining office systems and data management for HQ1.
· Arranging travel, visas and accommodations. Occasionally travelling with the board of directors for presentations and conference within UAE.
· Organizing the CEO’s diaries and maintaining meeting room decorum as and when required.
· Coordinating between different departments for appraisals, conference and sales meetings.
· Providing support to new clients and existing projects.
· Screening, coordinating and conducting interviews for sales and sales support staff.
· Managed and conducted training sessions for new employees. (Basic food and health safety training)
· Planning and strategizing new orientation program.
· Supporting the field sales team.
· Reviewing and approving the quarterly appraisals.
· Organizing sales promotional campaigns.
· Identifying appropriate timings for meetings for directors and clients.
· Handling an Administration team of 3 representatives
· Researched and created administrative policies and procedures.

· Served as a key contact on all on boarding documents.
· Served as a key contact for Health insurance for all 25 employees.
· Arranging monthly training sessions for Tally Erp for existing sales team.

· Approving Local purchase order using ERP systems.

· Approving invoices and quotations using ERP systems.

· Ensuring adequate supply of required stocks and availability.
· Helping and coordinating with the sales managers for exhibitions across UAE. 
· Resolving disputes and claims with clients, suppliers and distributors if any.
· Maintaining records of attendance spread sheets on monthly basis 
Emirates Integrated Telecommunications                    Sept 2011 to April 2014
Administrative Executive.
Duties:

· Managing day to day operations for the BILLING and CRM support team.
· Providing monthly reports for activations based on account level.

· Responsible in facilitating all new training programs, new hires for retail and sales support staff.
· Procuring office supplies and placing orders for the same with different vendors.

· Providing general administrative support (phones, emails and preparing training attendance track reports.
· Assisted director of sales and operations for correspondence and recommendations.

· Created meeting agendas for appraisals, notifications for new launch and any follow up items.
· Coordinating and scheduling quarterly rewards and recognition for Retail department.  

· Scheduling conferences, meetings and travels for department heads.
· Preparing the minutes of the meeting and collectively forwarding the same in a timely manner.

· Maintained the security of confidential matters
· Coordinating the management calendar for Regional sales head.

· Worked on CRM and Power point presentations.
· Interacting with senior level executives and all other level of employees.

· Updating office database, lists, files, manuals and other materials.
Barclays bank Dubai, AE
January 2011 to August 2011
Credit analyst and sales
Duties:
· Providing personal banking services like credit cards, loans and investments(premium accounts)
· Assisting customers in asset and wealth management.
· Analysis of customer credit history and reference check.

· Meeting monthly targets 

· Providing daily reports of reference checks and credit history of client documents.
3 global Services (Hutchinson UK)                             Mar2009 to Oct 2010
Billing Assistant and Account Activations
Duties:
UK based clients and services

· Responsible for achieving high customer satisfaction (CSI) high quality service delivery and ensuring First Call Resolution (FCR).
· Responsible for meeting and ensuring Departmental Sales Targets &Kpi’s
· Managing the Call Center Floor activities.

· To manage the service Level, to manage various schedules to boost up service level.

· Online Resolution for customer complaints and queries.

· To provide online assistance to the customers calling on company’s helpline. Also record and communicate customer feedback to the top management.

· Responsible of maintaining/updating complete knowledge and compliance of CRD processes, routines and procedures along with products/offers being introduced in the department.
· Ensure that customer queries generated by him/her should be resolved in the specified Turnaround time (TAT) by following up on services requests.
.
Personal Attributes

· Exceptional understanding of processes and creative problem solving.

· High computer literacy. Comfortable use of Microsoft Office Suite, Lotus Notes, Adobe Photoshop and Dreamweaver Suites, PowerPoint.
· Bi –lingual; fluently speak and understand English, Hindi.
· Confident and driven towards producing results and exceeding expectations.

· Able to conduct research independently and within a team.

· Engaging personality, facilitating ease of communication.

· Developed business acumen and understanding of finance processes.

· Superb communication skills which can be catered for different audiences.

· Able to take responsibility for job completion.

· Can cope very well with stress and working under pressure.








