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Work Experience:
	Company Details
	Designation
	Responsibilities
	Tenure

	Pyramid E & C JLT DMCC (Oil & Gas Company, Dubai, UAE)
	Front Desk cum Admin Executive cum IT Support Executive
	· Handling EPABX Board. Attending /Making Phone Calls (Local / International)

· Attending & welcoming Guests / Delegates 

· Assisting HR department in completing joining formalities, maintaining employee files

· Applying for Employment Visa and following up on Visa procedures.
· Applying for Medical Insurance
· Maintaining the record of the Stationery, courier (Inward / Outward) (Local / International), Files, Receipts, Attendance Muster and Bills, First Aid Kit at the reception.

· Updating Extension list from time to time.

· Keeping the record of meetings held at office.
· Arranging for Video Conferencing & Skype Interviews.
· Arranging for Hotel & Flight bookings

· Building Management Co-ordination

· Visitor Pick up and Drop Management

· Graphic designing for corporate brochure and corporate flyer
· Installing and configuring computer hardware operating systems and applications
· Monitoring and maintaining computer systems and networks
· Talking staff or clients through a series of actions, either face to face or over the telephone to help set up systems or resolve issues
· Troubleshooting system and network problems and diagnosing and solving hardware or software faults

· Providing support, including procedural documentation and relevant reports
· Following diagrams and written instructions to repair a fault or set up a system
· Setting up new users' accounts and profiles and dealing with password issues
· Responding within agreed time limits to call-outs
· Working continuously on a task until completion (or referral to third parties, if appropriate)
· Prioritizing and managing many open cases at one time
· Rapidly establishing a good working relationship with customers and other professionals, e.g., software developers
· Testing and evaluating new technology
· Handling internal audits for ISO Certifications
	Dec 2014 – Till Date

	National Institute of Oceanography

(Central Govt Research Institute, Goa, India)
	Data Entry Operator
	· Verify, update and enter data of the Central Government Officers and employees in the Automated System.
· Reviewing data entered so that the records are accurate and complete.
· Ensuring jobs are completed successfully even when there are staff shortages, and communicate to the employees about the changes being made.
· Protecting organization's value by keeping information confidential.

· Accomplishing department and organization mission by completing related results as needed.
	Oct 2013 – Nov 2014

	Total Advertising Llc.(BTL Ad Agency, Dubai, UAE)
	IT Coordinator & Marketing Executive
	· Handling coordination of sales promotions, exhibitions, models & casting, event management, product launches, etc

· Preparing documents for government permissions

· Searching and allocation of promoters and models, preparing promoter’s profile and briefing the models/promoter about the event,

· Arranging and preparing stocks, coordinating with the client for various requirements.

· Handling miscellaneous expenses, preparing reports and presentation post event, 

· Preparing checklists of event booking requirements for distribution to proper staff, such as operations and corporate

· Functionally supervising all event support staff including setup crews, etc. as needed.

· Calculating and providing clients all estimates of potential costs incurred in completing an event

· Demonstrating continuous effort to improve operations, streamline work processes, and work cooperatively and jointly to provide quality seamless customer service. 

· Website designing and updating.

· Managing promotions and promoter/models databases.

· Catering to IT related issues and requirements.

· Implementing and enforcing documented policies and procedures.
	April 2011 – May 2013

	Expogroup Worldwide (International Exhibitions Organizer, Dubai, UAE)
	International Exhibitions Consultant
	· Online Marketing and Sales.

· Work on Online Marketing Campaigns / Mass Mailing activities etc.

· Marketing and sale of exhibition stands space and packages of leading international trade show in Africa to international companies.

· Managing the marketing and sales team. 

· Marketing Strategies

· Designing and marketing of exhibition catalogue.

· Handling Agents and International Organisation delegations
	Jan 2009 – Feb 2011

	Zycus Infotech Pvt. Ltd.(IT product company in Mumbai)
	Market Research Executive
	· Internet based Market Research

· CRM Tool (Sales Force) Management

· Uploading & Enriching Sales Leads

· Co-ordination with Inside Sales & Sales on Leads

· Work on Online Marketing Campaigns / Mass Mailing activities etc.
	Feb 2008 –

Nov 2008

	Envisage Designs(Ad Agency in Mumbai)
	Graphic Designer
	· Offering input to creative meetings and sharing ideas

· Producing attractive and effective designs for all media

· Communicating with senior team members to receive feedback

· Liaising effectively with clients and other team members

· Supporting the team throughout the execution of campaigns and projects
· Designing cards, posters, banners, office stationary and other print media
	Nov 2007 –

Jan 2008

	Intelenet Global Services Pvt. Ltd.(Contact Center of Barclays Bank, UK in Mumbai)
	Senior Customer Service Executive
	· Answering product and service questions; suggesting information about other products and services.

· Maintaining customer records by updating account information.

· Resolving product or service problems by clarifying the customer's complaint; determining the cause of the problem; selecting and explaining the best solution to solve the problem; expediting correction or adjustment; following up to ensure resolution.

· Maintaining financial accounts by processing customer adjustments.

· Recommending potential products or services to customers by analyzing customer needs.

· Contributing to team effort by accomplishing related results as needed. 
· Achieving sales targets for selling accounts and home insurance
	July 2006 –

May 2007


Technical and Functional Skills:
· Well versed in Desktop Publishing (CorelDraw 13, Adobe Photoshop CS6, Adobe Illustrator CS6, Adobe In design).

· Familiar with HTML, Flash MX 7.0, Dreamweaver MX, 

· Familiar with in System Analysis and Design.

· Other known packages- MS Office, Tally 7.0.

· Managed CRM tool Salesforce.com 
· Operating System used are Windows 9x, Windows XP, Windows Vista, Windows 7, Windows 8
Scholastic Record:
Academic Profile:
	Education
	Course
	Board / University
	Year
	%Age
	Class

	POST GRADUATION
	Post Graduate Diploma in Business Management
	Narsee Monjee Institute of Management Studies, Mumbai
	Dec

2013
	57%
	FIRST

	DEGREE
	Bachelor in Computer Application (Commerce)
	Goa University, Panaji Goa
	April 2006
	74.86%
	DISTINCTION

	HSSCE
	10 + 2 
	Goa Board of Secondary and Higher Secondary
	March 2003
	83.63%
	DISTINCTION

	SSCE
	10
	Goa Board of Secondary and Higher Secondary
	March 2001
	68.93%
	FIRST


Technical Profile:
	Course
	Institute
	Year

	Diploma in Visual Communication

(Digital Print and Publishing and Digital Web Authorizing)
	NIIT ,Mumbai
	2007

	Diploma in Visual basic 6.0
	CMTES, Panaji Goa
	2005


Awards & Achievements: 
· Won an award for being the ‘Team Member of the Top Team’ as a Customer Service at Barclays Bank (Intelenet Global Services Pvt. Ltd.)

· Won an award for being the ‘Top Performer Quality’ as a Customer Service at Barclays Bank (Intelenet Global Services Pvt. Ltd.)

· Secured second rank in Don Bosco College in the Bachelor of Computer Application stream.

· Won an award for the ‘Best Academic Record’ for the years 2002-2003 for HSSCE.

· Won an award for the ‘Highest Percentage Marks’ in Vocational Stream in North Goa for the year 2002 – 2003.

· Fabricated an inventory and customer database computerized package for a toy store, “TOTALLY TOYS” at Panaji Goa.

Date of Birth: 15th March 1986
Marital Status: Married
Languages Known: English, Hindi, Marathi and Konkani

