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CAREER OBJECTIVE: -
Seeking a challenging career that utilizes my skills in my area of competence and enriches my knowledge, and gives me a chance to be part of a team that contributes towards the growth of the organization, thereby yielding the twin benefits of job satisfaction and convenient professional growth.
WORK EXPERIENCE:-

1. YMS – ( Yousuf machines & Structurals llc ) Dubai
project coordinator and secretary
· Duration:  Aug 2014 to February 2015.

· Job Role: - Responsible for day to day operational activities.
Job Responsibilities:

· Assistant to the Executive Director.

· Assisting technical & sales dept. in day to day work and Coordinating with other departments.

· Making business strategies for development of sales.

· Client Relation – Accountable for the client services. Coordination with client and sales team for orders.

· Verify contract scope and drawing for accuracy, as necessary.

· Submitting quotations to the inquiries, Follow-up for inquiries and making necessary revision if required in quotations.

· Controlling all the necessary documents of projects and maintaining contract execution tracking log.

· Prepare substantial completion certificates and ensure all required project close out documents are obtained.

· Coordinate with project manager and site engineer and coordinate activities related to ongoing projects.

· To assist the Manager in the drafting and issuance of project proposals, RFP's, tenders budgets, cash flows and preliminary schedules.

· Coordinate construction scheduling and communication and acts as a liaison to project management concerning bids, subcontracting, progress and delays,

2. bHavishya credit society-rajasthan

Operation executive
· Duration:  Dec 2012 to Sep 2013 (1 Years).

· Work Area: - Operations Management.
· Job Role: - Responsible for day to day operational activities.
Job Responsibilities:

· Co-ordination with local sales team about daily target achievement and collection.

· Training to sales team about new plan.
· Co-ordination with HO for new plan and target achievements.

· Registering Local customer complaint and providing solution with support from HO.

· Maintaining Daily attendance of staff, Distribution of Salary and Incentives.
· Look after the Local administration and Bank related work.

2.    Manappuram Finance limited (Gold loan) Rajasthan
BRANCH HEAD
· Duration:  Aug 2010 to Sep 2012 (2 Years).

· Work Area: - Operations Management.
· Job Role: - Responsible for day to day operational activities.

Job Responsibilities:
· Ensured smooth and disciplined administration of the branch.
· Managed credit appraisal of Gold Loans as per the guidelines.
· Ensured adherence to the annual budget for the branch.
· Ensured targets for company’s financial products like gold loans, money transfers, life insurances, fixed deposits are met on time.
· Kept track of outstanding and overdue loans/payments and follow up with the concerned customers for repayments.
· In charge for daily cash collection and gold lockers.

· Ensured that all customer queries have been addressed and resolved on daily basis.
TRAINING ATTENDED:
· 45 days training in ING Vysya Life Insurance Kota.
PROFESSIONAL QUALIFICATION:  
· MBA in Human Resource and Marketing from Om Kothari Institute of Management & Research Kota Rajasthan.
PROJECTS DONE:

· Adviser’s perceptions towards life insurance with special reference at ING Vysya Life Insurance Kota.
· Analysis of awareness of performance appraisal system at RSWM Banswara.
 ACHIEVEMENTS:-

· 2nd position in Paper Presentation in college 
· Winner of VYAKTITATV 2000 in Bundi District.

· Runner up of Rajasthan state level debate competition.
· 3rd rank in M.A.(Geography) Kota University
· Participation certificate in SBI  Life Insurance Event in 2009

EDUCATIONAL QUALIFICATION:

· Master of Arts from University of Kota, Kota in year 2008.(71%Geography)
· Bachelor of  journalism & mass communication from Kota Open University
· Bachelor of Arts from Kota University in the Year 2006. (59.18%Eng.Geo.Eco.)
· Senior Secondary from the Board of Secondary Education, Ajmer, Rajasthan, in the Year 2003.(61%,science)
· Secondary from the Board of Secondary Education, Ajmer, Rajasthan, in the Year 2001. (75%)
PERSONAL DETAILS: 
· Marital Status
   : Married
· Born  

   : March 1st 1985
· Visa 

   : Sponsor by Husband 






