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CAREER OBECTIVE
Currently on spouse’s visa. Looking to secure a challenging position within an established, forward thinking company as Office Manager in order to fully utilize the diverse experience and abundance of skills obtained.
CAREER HIGHLIGHTS
· 2 years UK & Europe experience handling operations, HR, training and smooth transition of the processes.

· Worked with a large array of people and lead teams where effective people management came into play.

· Daily support involved working with entry level employees to senior management, as well as liaising directly with clients and suppliers.

· Challenged the effectiveness of established procedures by identifying out-dated practices and developed continual improvement processes for the organisation.

KEY SKILLS
Management & Training  
· Supervised and managed up to 146 staff on varying levels including maintenance of staff records and training on a one on one basis.
· Recruited both permanent and temporary staff for a variety of positions.

· Worked in close coordination with the Business Development department regarding the process / product deployment and campaign specific inputs and responsibility with maintenance of Profit & Loss accounts of the process.
· Moved from assisting the Operations Manager to independently handling a large telecom process with an FTE count of 146.

Sales & Marketing
· Designed and implemented computerised and manual reporting systems ensuring efficiency in gathering, sorting and storing information for sales and marketing use.
· Acquired 15 new accounts through cold calling and increased sales by 172%.
· Was instrumental in getting tie-ups with over 2000 outlets and 25 companies for our e-city cards.
· Recipient of “Best Team Sales Campaign Award” with a 5 day trip to the UK in June 2009.

Administration & HR
· Designed and implemented new systems including a time management system that monitored work load, thereby reducing job conflicts and increasing the ratio of money earned to time taken.

· Ensuring campaign specific operational and quality compliances as well as SLAs in place.
· Provided support to supervisors and staff to develop the skills and capabilities required.

· Monitored staff performance and attendance activities.

· Coordinated staff recruitment and selection process to ensure a timely organized and comprehensive procedure is used to hire staff.

· Provided information and assistance to staff, supervisors and Council on human resource and work related issues.

· Information sharing with the Operations Director on a regular basis on the feedback based on the daily reports pertaining to floor, MIS and Technical Department.
· Administrate all aspects of running over 200 franchise centres which involve contracts, procurement, centre audits, royalty records, royalty payments and resulting correspondence.
Customer Focus

· Commended by management and customers for constantly going the extra mile and for being friendly, helpful and compassionate.
· Experience of managing teams and ensuring training is provided in order to ensure customers receive a top quality service.
Communication
· Strong communicator with the ability to sustain good business relationships.

· Having worked in multinational organizations, gained experience of working with people from diverse cultures, guest as well as co-workers.

· Capable of dealing with difficult customers and handling complaints, including C levels.

· Liaise with customers throughout their entire transaction including quoting, order processing, invoicing and credit control.
Project Management
· Organised entire office relocation from selecting the new premises and negotiating rental agreements through to arranging the IT network and phone line restructure.  Saved the company approximately Rupees 100k per month on rent.
· Identified pockets for franchise locations.  Assisted in developing and implementing floor plans for building and designing franchise outlets. Recruited, trained, advertised and assisted in inaugurating franchise outlets and supported their operations.
· Initiated and managed the creation of company’s new marketing campaign and saving around Rupees 10k per month.
ACHIEVEMENTS
· Promoted twice in a span of two years from Advisor level to Process Leader.
· Recipient of Best Service Award for Oct 2004 for outstanding performance, team work and efficient and mature client management.
· Recipient of Best Team Sales Campaign Award with a 5 day trip to the UK in June 2009.

· Winner of the Best Team KPI Achievement Award for May, June & July 2009.
CAREER HISTORY
June’14–Sept’15

Confidential
                                         -HR Executive, Dubai – UAE (Temporary).
October’14–March’15
Confidential
                                         -Administrative Executive, Dubai – UAE (Temporary).
June’13–June’14

SaleBuild ITeS Pvt. Ltd.,
                                         -Admin Manager, Pune – India.


Jan’10–April’14

Hannah’s Opportunity,
                                         -Director & Business Partner, Pune – India.
August’11–April’12

Zensar Technologies Ltd.,
                                         -Assistant Manager - Operations, Pune – India.


June’07–November’09       3 Global Services India Pvt. Ltd.
                                         -Team Leader, Pune – India.


March’04–March’07            FirstSource Solutions Ltd.,
                                         -Process Leader, Mumbai – India.
June’00–Feb’04            
LCC Infotech Ltd.,
                                         -Senior Manager – Business Development, Mumbai – India.
April’99–May’00            
Opentec Systems LLC,
                                         - Office cum Store Manager, Dubai – UAE.

EARLY CAREER

June’94–March’99            
Wintech Computers, Mumbai - India
June’93–May’94            
Control Contracting & Trading Co. Pvt. Ltd. (CCTC), Abu Dhabi - UAE
June’91–May’93            
Silverline Industries Ltd., Mumbai - India
EDUCATION, PROFESSIONAL DEVELOPMENT & COMPUTER SKILLS
· B.Com (Accounts & Economics), Mumbai University, 2001
· Diploma in Computer Science (DBMS & Programming), St. Xavier’s Institute of Management, Mumbai, 1991
· Currently pursuing Post Graduation in Business Management (HR & Operations) from Symbiosis Institute of Distance Learning, Pune in India.
· Extremely competent with Microsoft Word, Excel, Outlook & PowerPoint

LANGUAGE SKILLS
· Completely fluent in English & Working proficiency in Hindi / Urdu
ADDITIONAL INFORMATION
· Currently on residence visa.

· References: Available on request.
· Date of birth: 23rd May 1970.
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