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Administration & Finance professional with 14 years of experience in Administration, Finance, Accounting & Customer Care. Seeking opportunities in U.A.E to leverage skills attained and honed through roles in various industries, and help to meet and exceed work demand and expectations of an organization.
CORE COMPETENCIES

	
	Strategic Planning
	
	Administration

	
	HRM/HRD
	
	Personnel management

	
	Communication Strategies
	
	Communication Strategies


	
	Welfare Activities
	
	Tally & Data

	
	Compensation & Benefits
	   Time & Workload Management

	
	Manpower planning
	
	Project Management

	
	Performance Management
	
	MS Office


WORK EXPERIENCE

Operations Manager – Admin & Finance
October 2007 – Present
Jewel Ace International – Jaipur, India
· Preparing financial reports, budgets and maintaining legislation and ethical accounting practices in all financial matters. 
· Managing company investments and capital reserves such as licensing, contracts, supplier relationships, and import-export requirements. 
· Compiling data to analyze and evaluate data on performance metrics, including trends of new products. 
· Undertaking supervisory responsibilities for payroll and accounting procedures while providing direction and leadership to the department. 
· Collaborating with the CEO on the financial strategy and assessing the projected results based on the current and projected financial situation. 
· Analyzing financial reports such as sales and income reports periodically to identify any failing and make recommendations accordingly. 
· Assisting the board in sourcing prospects for future income by analyzing financial trends and gaps in the market for potential opportunities. 
· Contributing to the recruitment, selection, training and promotion of employees in the financial department. 
Assistant Manager August 2005 – September 2007 Bhaskar Devji Jewellers – Dubai, U.A.E
· Developed and maintained cordial relationship with clients by collaborating on brand promotions on the floor and with corporate clients. 
· Created and executed local promotions and partnerships to reach monthly targets. 
· Collaborated with the manager and ad agencies on the execution of various communications such art work for print and other mediums 
· Analyzed monthly sales to determine projected budget for advertising and branding. 
· Planned and organized the blueprint of regional and international exhibitions to promote the company image. 
· Managed and motivated the team to create a high degree of team ownership. 
Senior Executive – Customer Service & Delight April 2004 – June 2005 Shyam Telecom Ltd. – Jaipur, India
· Serviced queries, complaints and requests efficiently, focusing on customer delight. 
· Executed a strategic and analytical approach to retain unsatisfied customers from 105 functional cities 
· Provided solutions with a short turnaround of 24 working hours by coordinating with various departments. 
Executive (Front & Back-End Operations) August 2001 – March 2004 Hotel Mansingh Towers. – Jaipur, India
· Created daily and monthly MIS reports and executed front office responsibilities. 
· Managed manpower for housekeeping and departmental reports and inventory. 
· Undertook the responsibility for handling group and individual check-in and checkout. 
EDUCATION

	Qualification
	Specialization
	University/School
	Year

	B. Sc.
	Administration Hospitality & Hotel
	IGNU, New Delhi
	2008

	MDBA
	Marketing & Finance
	SIMS, Pune
	2005

	Diploma
	Hotel Management & Catering Tech.
	IHMCT, New Delhi
	2001

	B. Com
	Commerce
	Rajasthan University
	2001

	
	
	
	


PERSONAL INFORMATION

· Date of Birth: July, 25th, 1979 
· Marital Status: Married 
· Nationality: Indian 
· Languages known: English, Hindi, Malayalam 
REFERENCES AVAILABLE ON REQUEST.
