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Nationality

British
Driving License  
Since 2003

Visa Status

Husband's Visa

WORK EXPERIENCE

London Pharmacy Education & Training 
Oct 2010 - Jul 2015
Office Administrator - Team/Events
Primary Role:
Responsible for the study days and meetings for qualified pharmacy staff in NHS organisations and Her Majesty’s (HM) Prisons across London & East of England (Beds, Essex & Herts)organised by LPET. Also, contributing to service reviews and developments to support the effective and efficient delivery of the service
Reporting to:
Fiona Caldwell
Responsibilities:     
Events
· Managing arrangements for various programme’s - scheduling and coordinating dates, booking rooms, catering, planning room layouts and organizing A/V equipment.

· Handling client queries and troubleshooting on the day of the event to ensure all runs smoothly

· Create, manage and grow business presence across social media channels such as Twitter, Facebook etc.

· Collaborate with teams to develop marketing and communications plans that leverage the social media space. 
· Using content management systems to maintain and update websites and internal databases;
· Keeping management informed by reviewing and analyzing special reports; summarizing information; identifying trends.



General Administration

· Prepare and edit correspondence, communications, presentations and other documents

· Conduct research, collect and analyse data to prepare reports and documents

· Manage and maintain trainers' schedules, appointments and travel arrangements

· Arrange and co-ordinate internal meetings and events

· Record, transcribe and distribute minutes of meetings

· Co-ordinate project-based work

· Review operating practices and implement improvements where necessary

· Supervise, coach and train other staff
· Other duties were to ensure the smooth and efficient running of the office and to maintain an excellent level of service to the team and the customers.
Woof London Ltd. Events Company, London
Sept 2008 – Sept 2010
Team Manager/Leader
Primary Role:
Involved in an awareness campaign project for the NHS - informing smokers of the quit smoking services available in the local area and encouraging them to sign up to a quit smoking programme.

Reporting to:
James Farmer

Responsibilities:     

· Interacting with the client to understand the project and finalize its scope
· Familiarize the team with clients needs and ensure the team address all relevant areas of care within their individual sphere of employment.
· Handling complaints (from both staff and customers)

· Manage day-to-day operations & develop a strategy the team will use to reach its goal

· Provide necessary training required
· Create reports to update the company on the progress of the project.
· Collate organisational data in agreement with Senior management ( monthly time sheets , sickness/accident logs, quality assurance).
· Keep the management team informed of accomplishments & ongoing issues, participate in achieving resolutions to identified issues.
· Maintain quality & standards of the organisation in all areas of provision.
Arabian Adventures, Emirates Group, Dubai, UAE 

Feb 2005 to June, 2008

Project Executive - MICE 


Facilities:
Destination Management Division of the group, offering complete ground handling services for groups and individuals in the UAE. 
Reporting to:

Justine Thomas–Butler, MICE Manager
Responsibilities:     

· Independently plan, schedule, organize & execute events from quotation to execution, and finally to billing, overseeing the successful operation of the event and providing the customer with quality service.

· Independently prepare in-depth action plans & liaise with operations/ suppliers prior to groups arrivals.

· Supervise & support the field operations, pre-empting & foreseeing any problems & making on spot decisions.
· Regularly review & input all data in the MICE system in order to ensure accurate company’s financial reports.

· Develop, maintain & enhance long term relations with external suppliers/ service providers & effectively negotiate competitive rates & services at all levels.

· Ensure immediate turnaround/ response time for quotations & queries to/ from clients with regular follow ups with all clients via e-mail, fax or telephone.

Achievements:       
Won the Silver Mabrouk award for generating almost 19% of the total revenue for the department (2006 to 2007)

Reason to move on: 
Relocation to the UK
SNTTA Emir Tours – Dubai, U.A.E.
Sept 2003 – Dec 2004

Personal Assistant & Sales Coordinator

Facilities:
Inbound division of Sharjah National Travel & Tourism Agency, offering complete ground handling facilities for the UAE and Oman  
Reporting to:

Mr. Clay Hadi – Safari Manager
Responsibilities:   
· Wide range of administrative duties (faxing, filing, photocopying, answering enquiry calls, data entry, preparing memos and letters for the Manager, Diary Management etc)

· Coordinating meetings and events

· Managing the payment and generation of invoices

· Handling the bookings from all hotel representatives and guests for all tours and safaris organized on a daily basis along with the department administration. 

· Coordinating with the project handlers to execute their events as per requirements. 

Reason to move on:
Professional growth within the Travel Industry

SYSTEMS

Excellent working knowledge of MS Windows and MS Office (Word, Excel, PowerPoint & Publisher)

EDUCATION

PRINCE2 : 2009 Foundation 

May 2013
APM Group
Human Resources (OCN Level 3)
2010

Study House, UK
MBA (Marketing & Operations)  
2006 to 2008
S.P.Jain University, Dubai, U.A.E

Graduate - BA (Economics)  

2000 to 2003
University of Mumbai, India
SKILLS 

· Good typing speed,
· Excellent Communication Skills, Public Speaking and Training
· Optimistic, Enthusiastic and Self-Motivated

· Good negotiating skills
· Good analytical skills
· Quick decision maker & can be a good team leader
ABOUT MYSELF

I believe that imagination and innovation can take a person to great heights. My colleagues have always considered me a team player who maintains a positive attitude and outlook. I am always energized by challenges and responsibilities, with an ability to work on multiple projects in a paced environment. I am a firm believer in updating my skills by continuous on-the-job learning and am always adaptable and open to new ideas and change.
REFERENCES

To be provided on request
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