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Executive Synopsis

· A dynamic professional over 7 Years of qualitative experience in Office Management, Executive Assistant, Business Development, Project Coordinator, Client Servicing & Client Relationship Management, Event Management Service in the service industry. 
· Experience in handling projects from inception documentation and closure i.e. complete project life cycle.

· Excellent interpersonal, communication and organizational skills with proven abilities towards achieving organizational goals
Employment Scan


I. Westford School of Management FZ LLC (HQ - Sharjah):-
   


                             September 2013-March’2014
Designation: Student Consultant - Office Manager
Westford School of Management is an educational institution established in 2009 with an aim to provide highly reputed and advanced UK qualifications, degrees and management training to the aspiring learners in the Middle East and Asia. Headquartered in the UAE, Westford School of Management has an extensive operational presence spanning across Middle East and India with 6 campuses at leading cities in the region.
Job Profile/Responsibilities:
· Maintaining office services by organizing office operations and procedures; controlling correspondence; designing filing systems; reviewing and approving supply requisitions; assigning and monitoring clerical functions

· Developing and maintaining business office procedures

· Making plans and preparation of meetings, conferences and conference call and maintaining personnel records 

· Maintains office efficiency by planning and implementing office systems, layouts, and equipment procurement
· Being accessible and available to students to respond to their questions and concern

· Clarifying pertinent information and discussing the implications toward students’ academic success

· Clarifying academic policies, college regulations, program requirements, procedures, and other college information

· Managing the Entire Events in Abu Dhabi for admissions, answering all calls professionally, conducting the meetings
· Respecting students’ individual needs and diversity

· Assisting students to independently monitor their progress toward achieving their educational and career goals


II. Inventure Brand Management Pvt. Ltd. :–

                                                                                                         Jan’2011- July’2013                 
Designation: Sr.Office Manager
Inventure is a management-consulting firm with over fifteen years of experience in business consulting and specializing in franchise consulting. INVENTURE offers business consulting services with a focused objective to provide quality and result oriented services for setting up new business or enhancing existing business through Joint Venture, Technology Transfer, Franchising, Licensing, Representations and Mergers & Acquisitions.
Job Profile/Responsibilities:
· Taking care of daily dairy and travel management 

· Prepairing the minutes of the meetings
· Handling Project meetings with the business heads
· Preparing a set of Market Research Report for the brands acquired
· Building the business strategies, competition mapping & marketing for the Brands
· Drafting Press Release for the brands on board for a greater exposure on social media

· Effectively managing business operations required for seamless implementation of campaigns/activities of client

Achievements:

· Specially awarded in handling U.S Delegation on Trade Mission from U.S Trade Commercial Service, New Delhi for project meetings with Indian Business Owners for a successful JV, Partnership, Master Franchise rights.
· Excellence at handling the event participation of the companies
· Was Awarded with the Certificate for attending the Franchise Growth and Development Summit  
· Consistently awarded for achieving annual targets  & had built up great reputation with the existing clientele.
Designation: Executive Assistant to Vice President
Franchise India Holding Ltd. is into complete Franchise Solutions Company since 1999. They are the service provider for Franchise Consulting. In India, Francorp is associated with Franchise India which specializes in providing innovative solutions to its clientele globally.
Job Profile/Responsibilities:
· Managing the meetings for Director & VP, taking care of travelling schedule and responding to all emails & calls

· Managing the entire team for the participation of the clients in trade shows and also taking care of branding for the exclusive brands
· Develop excellent relationship with the Person from top to bottom in all accounts
· Regular interaction with major corporate clients Extensive diary management including arranging both internal and external meetings

· Regular interaction with offshore assistants including coordinating regular conference calls with international offices

· Booking business travel and accommodation, visas, meeting rooms, conference calls, restaurants etc

· Client and inter-departmental liaison
· Providing All End to End Franchise consultation to every industry, who are looking to expand their business through franchise route

· Maintaining Employee Relations

· Identify markets/clients for new Business Development and created substantial client base for each of such initiative

· Effectively managed business operations required for seamless implementation of campaigns/activities of clients

Achievements:

· Consistently awarded for achieving annual targets.
· Excellence in handling the events organized in different cities
· Had built up great reputation with the existing clientele

IV. Vodafone                                                                               


                                                                  Jan’07-Dec‘07

Designation: Customer Relationship Manager
Hutch known as Vodafone now is the major service provider for mobile communications group. The company has operations across the country with over 115.55 million customers. 
Job Profile/Responsibilities:
· Interfacing the walk in customers and explaining them with the new plans.
· Implementing strategy for managing company’s interactions with customers.

· To acquire new clients through contact management
· Effectively managing the day to day business operations in the store.

· Achieving the desired and set goals by the Company as the monthly targets
EDUCATIONAL QUALIFICATIONS
Education

· MBA from National Institute Of Management, Mumbai in 2010 (Specialization in HR & Marketing)
· B.A (Maths) from Delhi University in 2004
· Intermediate in Commerce from Neo Convent Sr. Sec School, 2001 

· High School from Neo Convent Sr. Sec School,99
IT Skills
· Proficient at MS Office MS Excel, Powerpoint & Internet Applications
· Office Management Course from Times Group
Personal details

· Hobbies/Interests:



Listening to music, Painting
· Languages Known:



English & Hindi  
· Marital Status:



Married
· Date of Birth:                                                                   31st , October, 1983
Has Managed:


Startup & Growth Managemet


Brand Management


Administration





Expertise in: 


Organisational Growth Initiatives  


Business Development 


Office Management


Initial Consulting Services


Managing strategic relationships








