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SUMMARY

Well rounded, multi- lingual ,versatile personality, with good overseas international exposure for Real estate and Travel industry.Proven leadership as well as interpersonal skills with the ability to dedicate and excel in dynamic enviorments.Excellent communication skills blended with perseverance and honesty and sincerity.

EDUCATION

	Bachelor of Commerce,Mumbai University,Mumbai.         June 1986-April 1991
	

	Part time MBA ,AICCAR Institute,Mumbai                        May 2013-July 2013
	

	Have done a certified short course in Mumbai stock exchange.
	



WORK EXPERIENCE

Administrative
Manager, Sambhav Group of Companies, India                               June 2006-July 2015
Managed over 50 employees along with supervising the entire administration of the group.

Oversaw the sales and marketing departments along with frequent site visits.Was looking after Interiors of the projects and purchase of materials too. Also represented Group companies at international and local real estate exhibitions and events. My task as Admin Manager was to look after the day to day work of the organization .Filing important documents, Looking after the legal files and co-ordinating with the lawyers junior and senior level .Directly reporting to the Director of the company .Also looking after staff welfare and organizing Events for various functions. Looking after travel requirements of the Director .Counseling the staff and taking reports from them and submitting it to the management .Checking the stock of the office and negotiating with various vendors .Supervising the sales team and directly communicating with the clients for final sales. Co-ordinating with interior designers for various projects and helping them in procuring materials for the project .Also handling reception as and when required. Supervising the leave of staff.Petty cash responsibilities.And finalization of Bills.
Manager. Sambhav Trade Tours ,Mumbai                                       Aug 1999-March 2013
Acted as a promoter for tourism in Germany. Was invited by the German National Board several times.Assisted in developing Trade Fair Buisness as well as hotel reservations for the trade fairs, also participated as an exhibitor  in numerous international exhibitions like German Travel Mart,Arab Travel Mart and World Travel Mart .Represented Germany from German Pavillion at above mentioned events for our group sister concern co.Sambhav Easybooking GMBh with office at Frankfurt. Also looked after marketing the fairs and as a consultant to various clients for choosing holiday destinations in their budget.
EXTRA- CURRICULAR ACTIVITIES
Won top  honours  in acting  contests and cultural festivals.

Widely accomplished  as a professional anchor, singer and actor.

Intrests also includes music and travelling.

Voracious reader.
Won merit certificate in Inter college Drama Competition.

Acted professionally in Native Plays.

Have taught in Play group and Nursery.Also taken tuitions for English Speaking and General Knowledge for kids and house wives.

ADDITIONAL INFORMATION

Languages known :  English, Hindi, Gujarati, Marathi, German
DOB: 8/7/1970

Marital Status:Married.

Skills: MS Excel, MS Powerpoint, MS Word
Nationality: Indian
Countries Travelled:

India,U.A.E.,Germany,France,Italy,U.K.,Belgium,Swiss,Austria,Holland,Hongkong, Leichenstein,China,Singapore,Malaysia,Thailand,Indonesia,Srilanka,Maldives,Mauirtius,Kenya,South Africa.
Available in Dubai on husbands visa.

