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· 3+ years of Administrative & Sales experience in UAE

· 6+ years of  Recruitment, Training & Administrative experience with Hewlett Packard, India
SUMMARY

11 years of extensive experience in Services; Information Technology and Financial services industry having held customer facing positions in Training and Recruitment.  Presently engaged with communication and product training for various clients in UAE.

PROFESSIONAL EXPERIENCE:
Tula General Trading LLC, Dubai – United Arab Emirates. April 2014 - till date

Administrative Assistant and Sales Coordinator
· Initiate, develop, manage, support and sustain relationships with potential and existing clients.

· Participate in promotional events, client meetings; support BD team with new orders & after-sales support.

· Assist with execution of sales strategies, purchase & sales order, delivery of ongoing and fresh customer orders. 

· Handle incoming & proof read outgoing correspondence, delivery note, invoice to complete each sale.

· Deliver onsite after-sales training including benefits, usage, know-how, sales support, replacement, etc

· Monitor tasks such as data input, document filing, pre-sale materials and follow up on emails.

· Provide effective administrative support.

· Prepare introduction letter, consignment agreement, price list for potential and existing clients.

· Supervise weekly sales and identify road blocks (Salons, Health & ladies clubs, beauty centers, Spas etc) 

· Track monthly sales report and follow up on the outstanding invoices.

BaitulHikma Lawyers, Dubai – United Arab Emirates. February 2012 – April 2014
Administrative Assistant and Communication Coordinator 
· Maintain everyday correspondence with Bank managers, legal experts, translators, Govt/ Non-Govt officials for both Lawyers and Debt Collection.
· Maintain confidential Data, Records, and Contracts, Power of Attorney’s, non-routine & relevant information.

· Participate in staff meetings and assist the team with Corporate Services, as required.

· Assist business development team to arrange, organize & participate in clients meetings.

· Schedule appointments & meetings, perform other general administrative duties.

· Produces notes, summaries, Minutes, memos, compose responses & manage business communications.

· Publish recruitment advertisements; filter suitable CV's, shortlist and schedule candidates for interviews.

· Produce offer letters; maintain new and existing employee records. Initiate monthly salary process.

· Arrange accommodation & travel plans for clients, coordinate on itinerary on request and requirement.

· Coordinate on invoices, accommodation and travel expenses, bills to clients, admin expenses etc. 

· Inventory and replenishing office supplies.

· Continue strong working relationships with clients.

Hewlett Packard - GBS – Analytics, Bangalore - India. August 2010 – April 2011

Lead - Management of Change, Comm. & Training
· Announced training schedules, event details, availability of new/ updated E-learning modules/ courses to employees across HP, mentioned deadlines and as a follow up tracked participant acceptance replies. 
· Coordinated with various recruitment team on On-boarding and New employee E-learning modules.

· Ensure consistent delivery of trainings based on the schedule matched with annual calendar.

· Partnered with SME’s to release Month & Yr End Calendar’s for critical Finance Planning & Review Apps.

· Collaborated with teams on Events, Schedules, app updates, planned outages & related communications. 
· Extensively worked on content development, communications, creation of pages, daily updation of various sections on websites, linking, editing and proofreading of training content. 
· Design, develop and execute communication deliverable to provide appropriate level of information to target audiences through a variety of channels, including Intranet, Email, Blogs and other online mediums.

· Supported Finance operations with Global Business Analytics Teams across Continents.

· Monitored Finance departments KPI by tracking, collating, sorting and also notifying the associate team.

Hewlett Packard - Global Service Desk, Bangalore - India. Aug’06 – July’10

Learning & Development – Specialist (Human Resource Recruitment, On-Boarding & Soft Skills Training)
· Recruited extensively for HP’s Global Service Desk/ Global Solution Center verticals.

· Conducted individual evaluations, written assessments, group discussions, one to one interviews
· On-boarded and coordinated with all teams within HR for smooth transition & orientation.

· Developed training content, manuals, relevant materials and also managed, upgraded and updated the same periodically. Trained New Hire batches, conducted refresher training.

· Supported Operations with Auditing calls, Calibrations, Coaching sessions, one–to-one feedback, participated in Clients Meetings, Conference meetings etc. Paneled several during UAT’s (User Acceptance Test).

· Reported C-Sat analysis on weekly, fortnightly & Monthly to Internal and overseas Clients.
Hewlett Packard - Global Solution Center, Feb’05 – July’06
Technical Support
· IT helpdesk analyst & offered resolution for Tech issues for Bearing Point end users.
Customer Care Officer, Convergys India Ltd, Dec ‘03 – Jan’05
· Supported with first level troubleshooting on most of the Microsoft products to US end users. 

EDUCATION

2015 – 2018, Pondicherry University, India

• Bachelor in Business Administration - Pursuing

1997 – 2000, American Hotel & Lodging Association, India -  AH&MA (U.S.A)
• Diploma in Hospitality Management
1997 – 2000, Oriental School of Hotel Management, India -  National Council, Delhi Board
• Diploma in Hotel Management
1995 – 97, B. M. K. K Mahavidyalaya, Maharashtra - Mumbai Board
• Higher Secondary Education School Leaving Certificate
1994 – 95, N.E.S’s English Medium School, Maharashtra - Mumbai Board
• Secondary Education School Leaving Certificate
CERTIFICATIONS

· Certified Master Instructor from Resource Learning Consultants Pte Ltd, Singapore

· ITIL v3 Foundation Certified

· Lean Sigma (DMAIC), DMAIC certified

PROGRAMS

· Train the Trainer Course in Voice and Accent

· TTT – Building performance competencies, Team working & Time Management skills

· Facilitations Skills, Execution Skills, Customer Engagement & Interaction Skills

· Presentation Skills & Service Excellence Program

PROJECTS

· Book Deals – Business enhancement Training, Sharjah – UAE. Apr - Oct ‘11

· HPSM Training - Unilever – Worldwide, Bangalore – India. Aug’09 - Feb‘10

· Standardization Process – HP, Bangalore - Dalian - Costa Rica - Panama. Apr’07- Feb‘09

· Industrial exposure program, The Resort, Mumbai, Maharashtra. April - Sept 98

KEY SKILLS & COMPETENCIES:
· Communication, relationship building, organizational, presentation & coordination skills. 

· Represent the organization and its diverse program in an appealing and concise manner. 

· Problem analysis, problem solving, pro-active and thrive on challenging tasks with can-do attitude.

· Attention to details, structured working approach to execute multiple task thoroughly.

· Manage files and records, online data, web pages, contents and manage resources.

· Willing to venture out of your comfort zone and embrace new challenges. 

· Adaptability and ability to work under pressure, independently plan, use clear methods to perform duties.

· Initiator, Teamwork, Computer skills & Technical skills
LANGUAGES :
· English, Hindi, Malayalam, Marathi, Kannada and basic conversational Arabic.



