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CAREER OBJECTIVE:
Looking for a challenging opportunity within the domain of PR Management, Events and Administration with a leading organization.

SUMMARY
· 5 years of experience in the Marketing, PR & Events industry. 
· Track record of consistently achieving sales targets. 
· Excellent communication, interpersonal, negotiation & people management skills. 
· Highly competitive, self-starter & goal oriented professional. 

CORE COMPENTENCIES
· Conceptualizing & implementing sales plans & ensuring accomplishment of the business goals 
· Managing the service operations with focus on implementing policies & procedures as well as developing & streamlining systems. 
· Defining channels requirements, establishing the sales & service network, monitoring post service activities like following up with customers, service reminders etc. 
· Communicating product feedback with focus on effectuating the modifications in product &improving the entire product performance. 
· Ensuring speedy resolution for queries & grievances, maintaining excellent relations with clients to generate revenues for additional business. 

WORK EXPERIENCE:
February 2015 till date – Al Awael Investment Group - Marketing & Development Assistant
Writing reports, press releases, company brochures, online content and analyzing data Organizing and hosting presentations and customer visits
Assisting with promotional activities
Work closely with employees in other functions, such as advertising, market research, production, sales and distribution.
Assessing the results of a marketing campaign
Keeping the marketing database up-to-date, importing new data, updating records and performing the necessary cross checks. Electronic and digital filing as required
Draft new letters as required in conjunction with the Marketing & Development Manager
Communicating with clients
Prepare materials for planning meetings, take minutes as required Contribute to the project plan and preparation of checklists Research audiences as agreed with the Marketing Manager Internal communication and diary co-ordination
Draft invitation copy and liaise with the graphic designer to ensure quality work delivered on time and to budget
Co-ordinate the distribution of invitations, monitor responses, manage follow ups and manage cancellations
Manage email distribution list including new subscriptions, opt-outs and bounce backs Assist in monitoring the market for developments of significance
Monitor website analytics and report back as required
Draft copy for the website, liaise with web hosting company to ensure changes are made in an accurate and timely manner
Provide assistance in developing internet presence, improving search rankings, developing a social media strategy and improving visibility over time
Prepare marketing statistics and information on referrals, introductions, networking activity, events, press releases and new clients
Work with the Marketing Manager to agree content and check accuracy of the internal newsletter, before distributing to staff
Keep the intranet up-to-date, adding images, news and documents as required
Contribute to the ongoing development and monitoring of internal relations and brand management Comply with marketing standards and follow set processes for routine work
November 2014 - February 2015 - Ministry of Events - Events Executive
To assist with the development and delivery of an expanding annual calendar of small and large scale events.
To research, develop and deliver new events which reflect and support the objectives and long term strategy.
To work with the Events Manager to agree upon objectives and outcomes for each event. To have input into the overall Events strategy, planning and delivery process.
To work with appropriate colleagues to develop and deliver the event specification and ensure that the style and caliber of the event meets the objectives and target audience.
To work in conjunction with various departments as required ensuring consistently high standards in the delivery of events.
Ensure all event-related administrative records are kept up to date.
To work with other relevant departments (Marketing, Development, PR etc.) to ensure events are promoted to the appropriate audiences.
February 2014- November 2014 - Jumeira Beach Real Estate -Administrator / Database Controller.
Filing important documents for property and tenants.
Updating the CRM system on a daily basis with new properties.
Liaising with professional companies for advertisement- Gulf News, Dubizzle, Propspace and Property Finder.
Formatting legal documents for Tenancy agreements, MOU’s and Ejari.
Carrying our PA duties when requirement by the management.
Promoted to a Property Management Coordinator.
Duties include-
Maintaining a thorough Database of all existing properties.
Updating the system with expired contracts and liaising with the tenant on behalf of the owner for renewals.
Collection and deposition of payments.
Formatting legal documents for Tenancy agreements, MOU’s and Ejari.
Search for potential clients and Improve business development.
June 2013 to January 2014- The Apparel Group- Tim Hortons- Senior Crew.
One on one customer interactions
Ensuring customers are satisfied with the service and their requirements.
Completing stock take on a monthly basis and ensuring all orders were placed and delivered within the stated times.
Preparing invoices for product deliveries and outgoing for the stock Building upon my listening and interpersonal skills.
November 2012- May 2013- The Blitz Fiesta Entertainment Company- Events Coordinator
Coordinate details of events such as conferences, weddings, birthdays, anniversaries, charity events, surprise parties, trade shows, sales meetings, business meetings, employee appreciation events and virtual events.
Calculate budgets and ensure they are adhered to.
Book talent, including musicians, bands, and disc jockeys.
Initiates, coordinates and/or participates in all efforts to publicize event. Hire staff to manage the event, including bouncers and security personnel. Edit and design promotional materials.
Prepare presentations.
Develop and oversee fundraising events. Negotiate and secure event space.
November 2009- October 2012- Marvel Enterprises India- Public Relations Manager.
Handling a team of 15-20, making coordination among them as a team.
Write interesting and effective press releases, prepare information for media kits and develop and maintain company internet or intranet web pages.
Develop and maintain the company's corporate image and identity, which includes the use of logos and signage.
Assign, supervise and review task to team members & follow-up Sales team. Building & Maintaining healthy Business Relations with Clients. Compiling MIS Reports.
Identify main client groups and audiences and determine the best way to communicate publicity.
Direct activities of external agencies, establishments and departments that develop and implement communication strategies and information programs.
Manage communications budgets.
Maintain company archives & Manage in-house communication courses.

ACADEMIC QUALIFICATIONS
· [Intermediate] Senior Higher Secondary School in 2008 from National Institute of Open Schooling of Maharashtra State Board, Mumbai. 
· High School in 2006 from St. Louis Convent High Secondary School, Mumbai. 
· Completed Fashion Designing from Atharva College of Arts and Engineering, Malad, Mumbai in July 2007. 
· Completed Six Months Certificate in Computer Applications from NIIT in March 2009. 

PERSONAL STRENGTHS:
· Positive attitude and punctual. 
· Flexible towards the changing of working environment. 
· Like to welcome criticism so as to improve my current standards. 
· Leadership quality. 
· Ability to accept challenges and responsibility. 
· KEY SKILLS IN IT 
Holds recognized IT Certificates, with knowledge in: 
· Microsoft Office 
Enter, loading and editing text, Change, save, and print text, Insert word art & Mail & Merge. 
· Spreadsheets 
Create spreadsheets, Enter, Edit and manipulate data, use display features, save and print 
· Charts & Graphs 
Produce graphical representation of numeric data. 
· Graphic Presentation 
Create & Display Slide Show Presentations. 
	PERSONAL PROFILE:
	
	

	D.O.B.
	:
	11th Dec 1990

	Sex
	:
	Female

	Marital Status
	:
	Unmarried

	Languages Known [Speak, Read & Write]:
	Hindi, English& Urdu.
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