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Highlights

· Masters Degree in Human Resources.

· 20 years of experience in varied administrative fields i.e. marketing, finance, customer service, logistics, training & development.

· Organised Marketing Events and marketing support in developing various promotional products. Awarded for successfully organizing the annual sales conference.

· Customer Support & Service, liaise with customer & regulatory body, update customer database, part of the team to successfully launch a new product

Skills

· Training & Development

· Marketing Events & Products

· Customer Service

· Systems Support & Development

· Travel & Visa arrangement

· Power Point Presentations

· Staff Recruitment & Orientation

Work Experience

Training Administrator 





1st September 2007 till date

SCHLUMBERGER-MIDDLE EAST & ASIA LEARNING CENTRE —U.A.E.

Key Results:

· Book visa, hotel, transport & other logistics for the trainees & visiting instructors.

· Manage the training calendar for the Training Centre to ensure allocation of classrooms and hotel accommodation.

· Work on different systems to update & extract the data and provide monthly reports. Support Training Manager in Scheduling the training Program
· Plan events / team-building activities/ staff dinners.

· Assist the Centre Manager for official visits i.e. presentations, meals, meeting rooms, prepare monthly reports, collate data from various services (segments).

· Admin In-Charge

o Check admin loading and task reassignment.

o Provide guidance/orientation to the team on process and policies.

o Assist in implementation of new rules and processes.

o Assist in recruitment and training of new admin staff.

· Part of the team working on review of the importance of existing processes.

Executive Secretary, Marketing Department 



December 2002 to April 2007

GLAXOSMITHKLINE — U.A.E

Key Results:

· Marketing event management for 200 guests handling accommodation, visa, travel, social activities and other logistics.

· Develop new marketing plans and strategies.

· Prepare monthly and annual sales budget reports.

· Prepared new policies and procedures for the department.

· Co-ordinate with different branch for the arrangements pertaining to various activities

· Administrative functions like new recruit interviews and training and mentoring, schedule meetings, Power Point presentations, Excel spreadsheets etc.

Executive Officer, Membership Department 



August 1997 to July 2002

NATIONAL STOCK EXCHANGE OF INDIA LIMITED, — Mumbai,

Employed in the Membership department which admits new members and services the existing members of the Exchange. The Membership department also checks various compliances by the trading members and initiates actionfor noncompliance.

Key Results:

· Created the activity based database which automated all the activities of the department. Also, acted as an interface

· between users & systems development team to develop & maintain the current database of the trading members

· Generate reports for monthly submissions to the regulatory body, management and clientele.

· Extensive involvement in managing customer client relationships at all levels by processing their requirements and

· constant interaction.

· Validate the annual submissions provided by the members

· Handled all administrative functions of the department.

Stenographer & Secretary 





May 1995 to July 1996

CROWN CHEMICAL PRODUCTS, — India

Employed to support the partners with day to day activities and documentation. The following are the responsibilities

undertaken by me:

Key Results:

· Handled Telephone system (16 line EPABX).

· Day to day independent correspondence.

· Maintained office documents and filing systems.

· Dictation from Department head.

· Edit and draft office correspondence.

· Follow up on required issues for clients.

Education

Masters in Business Administration 





2010-2011

Human Resource Development,

Sikkim Manipal University

Bachelor's Degree 







1995

Commerce,

Mumbai University

Other Skills & Interests

Computer Skills:

MS Office (Word, Excel, PowerPoint, Outlook), Sharepoint

