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Profile:

A well-rounded combination of professionalism and leadership skills gleaned not only from academic work but also from active participation in extra curricular activities and work experience, which will bring to the firm an enthusiasm to learn and contribute in all aspects of work.  

Career Objectives:

Are to continue to grow in skills and knowledge, to excel in all aspects of life and work, to interact and share productive work with colleagues, and to develop high-class solutions to real world challenges.

Areas of interest: Public Relations & Communications, Team Building & Leadership, Marketing, Consultancy, Consumer Service, Management.


Work Experience

December 2011 – Till Date

1.  S U R I A General Trading LLC

     Post

: General Manager

· Responsible for managing the company
· In charge of Procurement and Exports
· Export Documentation Procedures
· Managing Accounts, Issuing cheques and authorized for other Banking formalities.
· Pro Activities

· Legal Documentation

· Sourcing and Marketing
· Responsible for Logistics.
November 2007 – November 2011
2. HV Industries ltd (HV GROUP, Mauritius); Food Processing Industry
    Post 

: Administrative Manager



Project Management.



Created policies and administrative procedures that reengineered and restructured business 


processes.




Coordination with all 3rd party including consultants and local suppliers.




Responsible to liaise with Government Bodies for acquisition of relevant certificates.




Sourcing for ingredients, machinery, spare parts and other products.





Responsible for Local Purchase of spare parts & raw materials.





Stock Management.




Responsible for logistics.





Responsible for custom clearance, inspections and shipping.




Import Costing.




Export Documentation.




Overlooking operations and logistics of all projects.





P.R. and recruitment duties.




Packaging Design Approvals from Statutory Bodies.




Security Implementation.




Handling Petty Cash.
January 2006 – October 2007
3. Dodhia Techno Engineering Pvt. Ltd. (India); Turnkey Project Manufacturers,
Post 
: Project Manager




Responsible for day to day running of the company.





Responsible for administrative correspondence and translations. 




Preparing Project Reports.




Liaising with the local suppliers and price negotiation.





Responsible for Marketing & Strategic Planning.






Liaising with the respective clients.






Training and follow up for ongoing campaigns.







Coordinating with the clients and technical department for scheduled handling and processing  of data. 




Generating daily internal client reports.





Generating production figures for productivity assessment and implementation of adequate                             
                          strategies.
August 2005 – December 2006
4. U.CO.DIS. (Madagascar), Wholesale Distributors of FMCG Products,
     Post 
: Stock Manager




Responsible for managing the stores.  




Supervising daily loading & unloading activities




Making daily inventories reports. 





Responsible for liaising with the sales department.





Responsible for daily logistics.




Liaising with local transporters.





Provide advertising and promotion strategies pertaining to each market.

July 2002– July 2005
5.  Dodhia Techno Engineering Pvt. Ltd. (India), Turnkey Project Manufacturers,
    Post 

: Project Assistant



Responsible to prepare the project reports & take charge of the execution.



Liaising with the machine suppliers and negotiating the deals.





Sourcing for tools, equipments and other products.





Responsible for daily production activities.





Co-coordinating with the production team and planning out the schedule.





Overlooking operations and logistics of all projects.

April 2002 – June 2002:

6. Traccom Networks Limited (India), Website Developers,
Post 
: Marketing Executive.




Responsible for sales of the websites & web space. 





Liaising with the clients and collect appropriate data.




Traveling within the region for the more sales.





Prepare daily sales reports.
Feb 2002 – March 2002:

7. FrontLine Marketing (India); Standard Chartered Bank(Direct Sale Agent’s),
Post 
: Marketing Executive.




Responsible for sales of the credit cards. 





Telemarketing countrywide.




Process the applications.





Plan to achieve the monthly targets.





Provide public announcement service and other frontline customer service functions.


Education

June 2001 – Jul 2002:
Bachelor of Business Administration 

From: 
Madurai Kamraj University of Chennai (Chennai)






Faculty of Business Administration through correspondence





Major: Marketing & Administration.
Aug 1997 – May 2001:
Diploma in Electronics & Telecommunications
From: Shah & Anchor Kutchhi Polytechnic Engineering College (Mumbai) 
Jul 1989 – April 1997:
Secondary School Certificate
From:St. Mary’s Multipurpose High School (Vashi, New Mumbai)
Electronics related Academic projects


A.Y. 1999/2000:

1. Programming of a Walkie Talkie system using Microprocessor Chip 86.

Skills

Programming Languages
( C, C++, Unix



Operating Systems

( Windows 95

( Windows 2000


( Windows 98/ME
( Windows XP






( Windows NT

( MAC OS X 
Applications


( Ms Word

( Ms Outlook
( Ms Excel







( Ms Power Point
( Ms Access                  
Miscellaneous


( High level of adaptability and mobility worldwide





( Able to work long hours and shifts

( Good communication and social skills in most environments (English, French, Hindi, Marathi & Gujurati).





( Holding Valid U.A.E. Driving License

( Groomed for fast-paced globalization

Other Skills, Interests and Hobbies

Sports

( Swimming

( badminton


( Netball

( Caroms

( Hockey

( Volleyball

Others

( Traveling

( Learning languages

( Entertaining



( Acting


( Reading








