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Objective: 
To use analytical skills, communicate ideas. Commitment, perform quality work & relevant experience to improve efficiency. To get the most out of my professional experience so far. 

Skills: 
*Working within given protocol to produce win–win situation, beneficial to the   company & the client.

*Planning-Implementation-Control-Deadline.

*Leading & managing a group to work & meet company goals.

*Managing events, transport, housekeeping, security, general maintenance, estate and conflict resolution & representing the employer in legal disputes, (if any).

*Communication skills, adjustable and comfortable in PR.

*Instructing-delivering policies & guidelines, theoretically & in practice.

Experience:
Employment:
Flight 4 Fantasy – Mumbai
13th Jan 2014 to 19th Aug 2014
Center Manager & Instructor (B-737-800 SIM & C-172SP SIM)

· Managing & maintaining the center overall

· Managing smooth functioning of center

· Liasoning with various government and non-government agencies

· Staff management and rostering

· Customer interaction

· Daily sales report and weekly report preparation and management

· Managing all simulators (Fighters, C-172SP & B-737)

SM Transport Services  - Navi Mumbai

Dec 2012 to 10th Jan 2014
Executive – Operation / Administration

· Managing affairs of the organization, both external & internal.

· Generating productive environment conducive for future growth & expansion.

· Developing & implementing short term / long term goals & objectives of the company in collaboration with Proprietor.

· Managing operations and smooth functioning of the services.

· Checking and maintaining reports.

Paris Air Pilot Training Pvt. Ltd.   – Mumbai 

Oct 2011 to Oct 2012 – Sales Agent/Office Manager

Job Description
· Recruiting potential clients to purchase the service.

· Maintain database of all recruiting contacts.

· Maintain daily sales & expense records.

· Maintain appearance of the office.

· Ensure all incidental office expenses paid on time.

· Other duties as are customarily performed by an employee in similar position & as assigned by the company. 

· Reporting to the parent company on weekly basis.

Intelenet Global Services Pvt. Ltd.   – Mumbai 

Sep 2009 to Dec 2009 – Sr. Customer Service Executive – Operations

Job Description
· Tele-banking Customer service for UK based company client. 

Tracmail India Pvt. Ltd.   – Vashi, Navi Mumbai 

Jan 2007 to Jan 2008 - Manager – Administration

Job Description
· Managing affairs of the organization, both external & internal, using all resources available to achieve its long term & short-term goals.

· Managing & controlling the overall requirements of the administration division.

· Managing affairs of the organization both public & private using all resources available to achieve organizational goals.

· Generating a highly productive environment conducive for future growth & expansion.

· Developing & implementing short term / long term goals & objectives of the organization in collaboration with other Senior Management.

· Working as Internal Auditor for ISO – 9001-2000.

· Looking after compliances of the company policies.

· To ensure allocation / provision of all the resources.

· To liaise effectively with various Govt. agencies like CIDCO, NMMC, MSEB, MTNL, VSNL, and STPI, customs etc. for fulfilling statutory requirements and obtaining necessary approvals. 

· Statutory compliances with regulatory and statutory bodies, government and semi government bodies and take care of various licensing formalities and renewals.

· In-house office maintenance like furniture maintenance, air conditioners, lighting, telephones, water tanks etc. 

· Oversee company house keeping, transport arrangements, security arrangements, stationary procurement, and distribution etc.

· Prepare instructions regarding purchasing systems, procedures & oversee purchases for the organization.

Tracmail India Pvt. Ltd.   – Vashi, Navi Mumbai 

Jul 2003 to Dec 2006 – Assistant Manager – Administration

Job Description
· To manage affairs of the organization, both external & internal, using all resources available to achieve its long term & short-term goals.

· To manage overall administrative requirements of the organization.

· General office administration involving maintenance and co-ordination of daily activities. 

· To ensure allocation / provision of all the resources. 

· To liaise effectively with various Govt. agencies like CIDCO, NMMC, MSEB, MTNL, VSNL, and STPI, customs etc. for fulfilling statutory requirements and obtaining necessary approvals. 

· Statutory compliances with regulatory and statutory bodies, government and semi government bodies and take care of various licensing formalities and renewals. 

· In-house office maintenance like furniture maintenance, air conditioners, lighting, telephones, etc.

· Oversee company house keeping, transport arrangements, security arrangements, stationary procurement and distribution etc. 

· Coordinating with various departments for their individual requirements related to the administration function. 

· Accountable for:

· Maintaining compliance with all legal requirements with regards to Customs, STPI & NMMC.

· Ensuring smooth running of all administrative functions of the organization.

Tracmail India Pvt. Ltd.   – Vashi, Navi Mumbai 

Mar 2002 to Jun 2003 – Team Lead – Operations

Job Description

· Managing a team of Microsoft Support Professionals (MSP), providing service for customers who need assistance for working on a Business Site for their organization.

· Working together with Quality Control Specialists, who in the organization look at daily quality of an employee related to their respective project.

· Evaluation of MSP’s performance and calibrations on weekly, monthly and quarterly basis are conducted in terms of product knowledge and quality improvement on providing better customer service.

· Working on daily reports on Service Levels, Team Performance, Customer Satisfaction Ratings, Dissatisfaction analysis, etc.. Marinating Weekly Status reports.

· Conducting training programs on Domain knowledge, any changes and updates. Also conduct workshops on quality improvements. The same is done in coordination with Quality and Training Departments.

· Conduct appraisals for MSPs.

· Work with close coordination and pay attention to each and every member in the team to maintain a healthy work environment.

· Also responsible for the on floor issues and problems in terms of operational behavior in the company during the shift.

Tracmail India Pvt. Ltd.   – Vashi, Navi Mumbai 

Dec 2000 to Mar 2002 – Client Service Representative – Operations

Job Description

· When joined the organization, worked on a Microsoft B2B project as Microsoft Support Professional servicing online Microsoft clients with technical problems related to Microsoft bCentral. Job involved working as an human interface, creating value and embodying superior customer service edge being human service, finding ways to create value for customer at every possible point.

· On key performance as an MSP achieving better Quality results, Customer Satisfaction rating and providing required production to the organization, was later promoted as a Team Leader. Now being responsible for the Microsoft Projects mentioned earlier maintaining coordination between the Client (Microsoft) and the Team.

TCL-Dialinfo – Ad Info & Call Mgmt Services  - Navi Mumbai

Dec 2000 to Dec 2000 – Marketing Executive – Sales

Job Description

· Marketing and promoting the company in terms of awareness and selling services of the company.

· Visiting clients for explanation and closing deals.

HardCastle Restaurants Pvt. Ltd.  – Mumbai
Nov 1998 to Apr 1999 – Part Time Crew Trainee

Area of Training  

· Counter Service.

· Kitchen Service.

· Customer Relations.

Business:

FUEL Jn. Hotel (Fast Food Joint)  – Navi Mumbai
Oct 2007 to Mar 2009 – Partner

Qualification:
Course




University
Year




Bachelors of Business Administration (BBA)
SMU

June 2010



Diploma in Business Management (DBM)
NMIMS

July 2006

Higher Secondary Certificate (HSC/12th)
MUMBAI
June 1996


Senior Secondary Certificate (SSC/10th)
MUMBAI
March 1994





Technical Qualification:
Commercial Pilot – Holding Licenses from India – DGCA and USA – FAA

Flight and Ground Instructor (ME, SE & IR) – USA - FAA

Valid and current Licenses for Commercial Flying.
Flight School: Paris Air, Inc. 3300 Airport West Drive, Vero Beach, Florida 32960, USA

CPL Training : - Apr 2008 - Apr 2009

Recurrency Training : - Dec 2009 – Jan 2010

CFI Training and Internship: - Oct 2010 – Sep 2011  

