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	Personal Summary
	
	PRINCE2® Practitioner and Professional with 8+ years’ experience in
	

	
	
	
	

	
	
	successfully managing clients, client expectations and client services.
	

	
	 Strong in communication and client interaction skills
	

	
	 Adept at managing large corporate communications projects and investor
	

	
	
	relationships website projects.
	

	
	
	Adept in managing B2C and B2B voice operation projects, achieving
	

	
	
	sales targets and completing market research campaigns, adhering to
	

	
	
	quality standards set by clients.
	

	
	
	Proficient in project management: delivering website projects that are
	

	
	
	desktop and mobile/tablet friendly (Responsive websites). Managed App
	

	
	
	development projects for Android and iOs platforms; Also managed B2C
	

	
	
	Mortgage  voice  operation  projects  and  B2B  market  research  voice
	

	
	
	operations projects.
	

	
	 Proficient in managing teams to deliver all projects on time, within budget,
	

	
	
	and of quality as required by clients. Commended for project execution
	

	
	
	and development of diverse aspects of projects. Well-developed project
	

	
	
	management, resource management, and time management skills.
	

	
	
	Demonstrated leadership capabilities in mentoring team and leading by
	

	
	
	example.
	

	Professional
	
	
	

	
	Jan.2011 – May 2015 Investis Corporate Communications Pvt.
	

	Experience
	
	
	

	
	Ltd.
	

	
	
	Baroda, Gujarat.
	

	
	Digital Project Manager
	

	
	 Effective day-to-day management of website, web application and CMS
	

	
	
	projects
	

	
	 Supervised management of website projects.
	

	
	 Provide assistance with the communication between the client (and any
	

	
	
	3rd parties) and the internal project team.
	

	
	 Provide assistance to ensure the effective planning and risk management.
	

	
	 Provide assistance to ensure the effective management of internal project
	

	
	
	team, including development, technical and design disciplines.
	

	
	 Provide  assistance  to  ensure  the  effective  management  of  client
	

	
	
	expectations.
	

	
	
	Provide assistance in creating and managing build budgets to ensure
	

	
	
	profitable project deliverables
	

	
	
	Proactively offer best practice advice on design, website usability and
	

	
	
	accessibility,  as  well  as  online  corporate  communications/Investor
	

	
	
	Relations
	


 Assist with the client review process and the change control procedure, including costing and capturing revenue for any work beyond the agreed scope of the project
 Assist in the management of the design process, including the production of creative briefs and the delivery of design concepts to the client
 Analyse and scope user requirements and business processes to ensure that client expectations are defined and met in the final product delivery
· Manage the delivery of content from client contacts and ensure the quality of the end product 
· Help actively manage the client review process and change control procedure, including costing and capturing revenue for any work beyond the agreed scope of the project 
· Assist in the production of all project life-cycle documentation, including project plans, risk registers, build requirements, and lessons learnt reports as and/or when required, ensuring profitable project deliverables 
Jun. 2009 – Dec. 2010 Investis Corporate Communications Pvt.
Ltd.
Baroda, Gujarat.
Quality Analyst (Sub-Editor)
· Review and sign–off changes to existing websites 
· Identify quality failings in processes and recommend improvements 
· Make corrections/amends to the site as found Preparing documentations on training, process, knowledge sharing, etc. as required 
· Understand, review and provide suggestions on Website Designs 
· Follow and enforce usage of Magus ActiveStandards and recommend any site specific changes with rationale 
· Make sure all the links on a site are working and are opening respective URLs/pages/PDF documents, etc. 
· Share learning with peers 
Aug. 2008 – Jun. 2009 Abbacus Technologies Pvt. Ltd.
Ahmedabad, Gujarat.
Account Manager
· Client Communication for Projects / websites. 
· Reviewing and suggesting content for websites during and post delivery. 
· Preparing MIS Reports for Performance Review of Business and Teams. 
· Analysis of Performance of Websites before and after go-lives. 
May 2008– Jul. 2008 Taj Lands End (Taj Hotels Luxury Division) Mumbai, Maharashtra.
Internship
 As Part of the College Curriculum worked as an Intern in the Bakery and Confectionery Dept.
Sept. 2006 – Jan. 2007   IMS Impresaria Pvt. Ltd.
Ahmedabad, Gujarat.
Expeditor
· SWOT Analysis of Campaign. 
· Client Communication. 
· Handling Branch Coordination -- Gujarat, Mumbai, Bangalore, Hyderabad, Chennai, Delhi . 
· Preparing MIS Reports for Performance Review of Business and Teams. 
· Analysis of Sales, Performance & Attendance Reports. 
 Interviewing Prospective Candidates for the Process.
Oct. 2005 – Sept. 2006   Azure Knowledge Corporation
Ahmedabad, Gujarat.
Process Head - Regional Operations
· Handled BSNL Process with a Staff of 120 CSR’s, 10 Team Leaders, 2 
Process Managers. 
· Instrumental in setting up GE (GRM) Collections Process at Azure. 
· Setup & Currently Responsible For GE Personal Loan Process at Azure for Gujarat, Rajasthan & Madhya Pradesh. 
· SWOT Analysis of Campaign. 
· Client Communication 
· Handling GE Branch Coordination-- Gujarat, Rajasthan, Madhya Pradesh 
· Responsible For Call Monitoring & Quality. 
· Analysis of Sales, Performance & Attendance Reports. 
· Coordinating Training of New Agents. 
· Interviewing Prospective Candidates for the Process. 
· Handling H.R Issues. 
May 2005 – Sept. 2005
Azure Knowledge Corporation
Ahmedabad, Gujarat.
Recruitment Manager -- Mortgage
· Responsible for a Staffing CSR’s on the Operations Floor. 
· Conducting Presentations in various Colleges & Institutes. 
· Managing Daily Walk-in Interviews 
· Counseling CSR’s to control Attrition Rate of the Organization 
· Developing Market Strategies to attract Candidates for Interview 
· Brand Building “Azure” at Seminar’s, Job Fairs etc. 
Nov. 2004 – Apr. 2005
Azure Knowledge Corporation
Ahmedabad, Gujarat.
Loan Officer ---- Mortgage
· Completed Training as a Mortgage Loan Officer 
Jun. 2004 – Apr. 2005
Azure Knowledge Corporation
Ahmedabad, Gujarat.
Mortgage Account Head
· Understanding Client Requirements & Setting Up the Process accordingly 
· Responsible for a Staff of 2 Team Leaders & 40 Mortgage Associates. 
· Responsible for the Account Profit / Losses 
· SWOT Analysis of Lead Generation Campaign. 
· Scale Up / Down of Campaigns 
· Client Communication 
· Client Retention & Business Development 
· Responsible For Call Monitoring & Quality. 
· Analysis of Lead & List Status and Sales Data. 
Computer Skills
Education
Extracurricular
Activities
· 
Analysis of Sales, Performance & Attendance Reports. 
· Involved In The Recruitment Process. 
Aug. 1999 – Jan. 2000
Kiran Enterprise
Ahmedabad, Gujarat.
Marketing Executive – Part Time
· Marketed CRY, HelpAge & Unicef Cards, Diaries, Planners & Calendars. 
· Proficient Knowledge: 
MS-Project / MS-Word / MS-Excel / MS-PowerPoint 
· Intermediate Knowledge: 
CRM: Sitecore / Drupal / Mediasurface 
Media: Twitter / Facebook / Google Hangout / LinkedIn Software: MS-CRM 2013 / Adobe InDesign CS4 
· Basic Knowledge: 
Web Tools: HTML / XML
	2013  APMG-International / Projecting IT
	Mumbai,

	PRINCE2® Practitioner - License P2R/IN084884
	Maharashtra.

	2007 – 2008
	B.K. Somani Sophia Polytechnic
	Mumbai,

	Diploma In Confectionery & Bakery Management
	Maharashtra.

	2001 – 2004
	Bundelkhand University
	Jhansi,

	Bachelor of Commerce
	Uttar Pradesh.

	1997 – 1998
	St. Xavier’s High School Loyola Hall
	Ahmedabad,

	Commerce Stream
	Gujarat.

	1995 – 1996
	St. Xavier’s High School Loyola Hall
	Ahmedabad,

	S.S.C. Gujarat Board
	Gujarat.


· Represented St. Xavier’s high school & H.L. College of Commerce In Soccer And Athletics. 
· Represented Ahmedabad District in Soccer for various Tournaments. 
· Represented Gujarat State in Soccer U-16 Nationals in Bihar. 
· Part of the School Choir, Dance & Drama Group. 
	Awards Received
	  Captained Loyola B Team (1992)
	

	
	
	

	
	  Man of the Match Award ‘Loyola B’ Team (1995)
	

	
	  Player of the Tournament Award ‘Loyola A’ Team (1997)
	

	
	  Loyola Hall Sports Squad Captain (1997)
	


Interests and
Activities
Volunteer
Experience
Languages


Listening to Music, Trekking, Reading And Socializing.
Volunteer with IIM Ahmedabad for Jan. 2001 Earth Quake Relief Supplies.
Can Fluently Communicate in English, Hindi & Gujarati.
