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Seeking challenging assignments in Business Development or Administration with an organization of repute preferably in Human Resource/Project Management/ Banking/Sales



Career Conspectus

· A result oriented professional with nearly 2 years of experience in  Administration & HR Assistant and 2 years in Retail Management, Channel Management, Product Promotion, Team Management and Relationship Management.
· Good communication and intepersonal skills.
· Experience of managing operations and implementing strategies to enhance market promotion, business volumes and growth.

· Adept in managing & leading teams for running successful process operations; experience of developing procedures and service standards for business excellence. 



Scholastics

2012
MBA    (HRM)  from Cardiff Metropolitan University,                 Cardiff (Wales) UK.

2009

BBA from St.Wilfred’s PG College Jaipur (India)



Certification

Received certificates for: 

· CCNA ( Cisco Certified Network Associate)
· Diploma in Software Engineering (GNIIT).



Summer Internship

Organization   
: 
Tata Consultancy Services

Duration 

:
2 months

Title

:
Brand Promotion.



Career Sketch
Company: Enterprises General Trading 
Duration: Dec 2013 – Feb 2016
Job Role: Admin & HR Assistant
· Oversees the human resource database. Ensures that system records are accurately recorded and cross-checked.

· Tracks and resolves problems and checks system operations as scheduled.

· Ensures that human resource files and records are maintained in accordance with legal requirements and Company policies and procedures.
· Process employment verification forms and name change packets.

· Prepare recruitment lists and job posting.
· Provide support for purchasing and procurement with LPO’s.
· Complete miscellaneous research, reports, and memos as requested.

· Computes and records payroll data as scheduled.

·  Maintains payroll records in compliance with state and federal regulations.
· Ensures that payroll functions are performed in accordance with established policies and procedures.

· Provide support to supervisors and staff to develop the skills and capabilities of staff.

· Monitor staff performance and attendance activities.
· Follow up all visa process including applying and cancellation.
· Perform other related duties as required

Aug 12 - Aug 13- with Premier Retail 

Express (UK) as Store Manager

Key Deliverables:

· Maintained healthy business relations with channel partners, ensured high customer satisfaction matrices by achieving delivery & service quality norms.

· Completes store operational requirements by scheduling and assigning employees; following up on work results.

· Maintains store staff job results by coaching, counseling, and disciplining employees; planning, monitoring, and appraising job results.

· Identifies current and future customer requirements by establishing rapport with potential and actual customers and other persons in a position to understand service requirements.

· Formulates pricing policies by reviewing merchandising activities; determining additional needed sales promotion; authorizing clearance sales; studying trends.

· Protects employees and customers by providing a safe and clean store environment.

· Supervised customer service operations for rendered quality services; offered customer support by answering queries and resolving their issues.

· Managed a wide gamut of tasks including manpower planning for various task like shift planning and .

· Handled sales of products on telephonic and online.
Feb 12- July 12 with First source call center (UK) and Talk -Talk mobile

Key Deliverables:

· Handling customers, Liability products & cross sales of third party products.

· Building healthy relationship to influence business growth and serve customer according to their financial need.

· Door to Door promotion for Talk-Talk products like various TV packages, internet plans and mobile phones plans.

· Handled calls regarding various quarries from customers.

Nov 10-Jan’12 with Lifestyle Express (UK) as Part time.

Key Deliverables:

· Handling back office job including stock supervision all intake and outtake. 

· Participating in the day-to-day running of the shop

· Operate the tills accurately handling cash, cheques and credit/debit transaction.

· Assisting with regular stock check and annual stock takes

· Respond to all telephonic enquires


Project Undertaken

Project Title
:
Developing new strategies to promote Lyca Mobile.

Duration

: 
2 week

Overview

: 
The project aimed at working on Marketing for Lyca Mobile UK.



Personal Dossier

Date of Birth

: 
29th Dec, 1984
Languages Known
:
Hindi and English.
Visa Status 

:
Visit
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