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Objective
To associate with an organization which progresses dynamically & gives me chance to update my knowledge and enhance my skills in the state of the new technologies & to contribute in challenging work environment towards the development of the organization. A qualified and dedicated Management Professional with over 8 years of proven work experience, used to working in teams and fast paced environments. A proactive thinker and passionate individual, I would like to prove my worthiness to myself and the organization, by creating a positive and tangible difference, using my planning, strategizing, operational and management skills
Summary of Qualification
A well organized team player who is detail-oriented and able to handle multiple tasks. 
Professional Experience
8+  years of Experience in managing the work with efficiency and  accuracy.
Professional Qualities
· Highly energetic, passionate and a diligent individual.

· Good strategic appreciation and vision with excellent planning, execution, monitoring & resource balancing skills & attention to detail.

· Self-driven and self-reliant , set aims and targets ,leads by example .

· Collaborative approach with good interpersonal skills to engage, motivate and encourage others. 
Educational Qualification
· Bachelors in Management Studies from Ratnam College, India in 2004, Secured 65% 
· H.S.C from National College, India in 2001 , Secured 76%.  

· SSC from National Education Society High School, India in 1999, Secured 75%  
Work Experience
International Gemological Institute

Dubai, UAE

Planning Officer
Jan 2012 to March 2013

Key Responsibility: 

· Responsible for Back office duties[dealing with Local & international suppliers of Diamonds] 
· Responsible for all Back office approvals of transferring stocks from One department to another department
· Administering an Internal ERP system and create a successful Planning process.
·  Conducting weekly Planning meetings with Marketing, Reception and quality departments to evaluate the weekly, monthly, quarterly planning plans.
Job Profile:
· Demand ,forecast and plan for all branches to local branch.

· Work on  project management software to  Schedule project activities and assign dates and resources to them. 
· Verify the Inventory report on a weekly basis and compare it to the projected Reports and e plan to analyze the deviations .

·  Making sure that report deadlines are met.
· Prepare Product Quality Improvement Report and coordinate with customers.

· Analyzing the complaint register to measure the department wise complaints and plan the changes required 

· Reduce dead stock through program initiation, proactive management, effective internal and external communication and persuasive follow-up 
International Gemological Institute

India
Planning Officer

Jan 2005 to Nov 2011

Key Responsibility: 
· Monitor all the logistic Activities and Prior Action to be taken on any cross situations.

· Stock Reconciliation of Book and Physical stocks.  

· Responsible for handling many operations and data entry processing with having an executive position in the firm. 
· Representing a team of 150 people in the planning and marketing department. 
· knowledge in Planning management and data processing. 
· Established record in implementing and developing the solutions that required complex logics and excellent problem solving
Skills

· Strong Analytical, Technical & Problem Solving Skills.

· User experience in ERP system.

·  Ability to work well under pressure & thrive on challenging works.
· Good eye for detail, well organized, skilled in setting priorities.
· Strong interpersonal, verbal & written communication skills in English.
· Excellent co-ordination & communication skills.
· Maintain a positive & healthy environment in a team.
· Proficient in MS Office suites including MS Word, Excel, PowerPoint .
· Formulation of company direction and strategy.

· Developing strategy & mission and carrying it through with confidence and vigour.

· Ensuring that everything works to the highest professional standards.

· Can maintain good relations with external bodies and clients .

· Evaluating and decision making ability .

· Effective time management skills and ability to organize and scheduling work

Personal Information
· Date of Birth : 14th November, 1983

· Marital Status: Married

· Visa: Under Husband visa   
· Languages Known: English, Hindi, Marathi, Malayalam & Tamil

Declaration
I do hereby declare that the above mentioned information is true to the best of my knowledge.






