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Prime Management Services LLC
HR & Client Servicing Executive
Recruitment & retaining of employees.
Handling contracts, proposals, payrolls & final settlements. Induction & training the new recruits.
Drafting employee contracts for staff and processing salary/ employment letters, probationary completion letters and promotion letters.
Producing timely & accurate management information on starters, leavers, and employees completing probation and visas/ labour cards that are due for renewal.
Managing & maintaining employee records, post job ads & internal workshops on employee portal.
Processing new visa/ labour card applications, renewals and cancellations with relevant government authority/ free zone.
Launch Pad Media Services
Casting Director & Client Servicing Executive
Dealing with ad agencies, production houses, casting directors & event companies to understand new talent requirements.
Conducting auditions, recruiting models, managing & executing events & corporate exhibitions for the company.
Create a database of models and kids & updating it with new data.
Meeting with the producers, the director and possibly the writer to understand the project. Reading the script and make notes about all the speaking parts.
Creating a list of possible actors & contacting them or their agents to determine their availability.
Making appointments for auditions or readings with the available actors & providing the list to the producers and directors to make their decision.
Keeping a track of the budget & negotiating contracts with the actors' agents. Coordinating between the director and the actors, once the contract is signed. Knowing where and how to find the best talent for specific projects.
Updating the company website with new data.
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Education
	

	2011
	BMM (Advertising), University of Mumbai

	2005
	HSC, Bhavans College Andheri (W)

	2007
	SSC, St Joseph’s High School Andheri (W)
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	Clientele
	
	
	Events
	
	

	
	
	
	
	
	
	

	
	DUBAI
	India
	
	

	
	RSA (Royal Sun Alliance UAE)
	IIJW (International Indian Jewelry Week)
	
	

	
	NBF (National Bank of Fujairah)
	Lakme Fashion Week.
	
	

	
	Info Fort.
	India Kids Fashion Week.
	
	

	
	Oilbiya Services.
	Wills Lifestyle Fashion Week.
	
	

	
	Glenbeigh Records Management.
	
	
	
	

	
	
	
	Brands
	
	

	
	
	
	Garnier, Lux, HP, Olay, Pepsi, Coke, Tang, Cadbury,
	
	

	
	
	
	Hindustan Unilever, Ponds.
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