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PERSONAL PARTICULARS

Nationality




:  South African 

Sex





:  Female 

Marital Status




:  Married 

Maiden Name                                                       :  Naidu

Home Language



:  English 

Other Languages



:  Afrikaans

          :  Zulu

                                                                              :  French 
Drivers License




:  Code 08

Educational Background 

· I have completed my Post Diploma in Management (PDM): Business Administration at the WITS School of Business (2013 to 2014)
PDM subjects Include: 
· Principles of Marketing
· Commercial Law

· Principles of Accounting of Finance

· Principles of HR Management

· Principles of Operations Management

· Principles of Economics
· Principles of Strategic Management
· Analytical Decision Making

· Management Accounting

· Organisational Design & Development

· Technology & Information Management
· Entrepreneurship

· Business Simulation

· Financial Management

· Marketing Management

· Service Industry Management

· Negotiations (Elective)
· 2010 - Completed my BTECH-Honors Degree in Journalism at the Durban University of Technology

· 2007 to 2009 - Completed a three year: National Diploma in Journalism at the Durban University of Technology

· Tutored 1st and 2nd year students at the Durban University of Technology

Work Experience:
Freelancing / contract communications and marketing services available 

Investec Bank Limited - current

Learning and Development and HR Professional 

Graduate Training and Recruitment

Tourvest Destination Management (TDM) 
Communications Manager

December 2013 to present:

Management of the Communications and Public Relations for TDM

Duties include:

Internal Communications Management
· Create and distribute daily newsletters and mailers 

· Compile monthly CEO message to staff 

· Create content for all internal marketing campaigns

· Manage, compile and distribute all internal communications within the organization  
External Communications Management 
· Compile and distribute all external newsletters and mailers, sent to suppliers and customers, agents
· Compile and distribute all press statements for each brand within the organization 

· Compile, manage and monitor all external communications of the organization  
Corporate Social Responsibilities / Initiatives
· Actively assist with all the organization’s CSI initiatives / projects 

· Promote and create awareness of all CSR initiatives both externally and internally  

Annual Communications Strategy
· Create and manage the annual communications strategy with the supervision of the Chief Marketing Officer 
Quarterly Communications/Marketing Reports 

· Generate quarterly reports/ updates on the progress of the annual communications strategy 

Project/Campaign Management
· Create creative public relations campaigns and projects for the year and see them to fruition 

· Create a report of each campaign; include coverage, feedback reports, etc. 
Value Proposition Management  
· Refresh the Value Proposition of the organization, keeping it current and relating to the organization currently 

· Successful Revision of the organizations Value Proposition completed – ensure that the Value Proposition is in keeping with the current times  
Notice/PR Boards
· Manage and monitor all PR coverage coming in and out of the organization 

· Ensure that staff are aware of the organization’s current movements at all times

· Archive and monitor all media coverage of the organization  
Media Liaison duties
· Host quarterly media gatherings with relevant media partners to update them on the organization’s current movements  
Brochures copy
· Refresh and rework copy for the annual brochures (Regional, Product and South Africa) 

· Manage the proofing system of the annual travel guides 

· Monitor and ensure accuracy at all times
Brand Collateral
· Ensure that all brand collateral are in line with the organization’s CI

· Ensure all the organization’s copy is in line with the organization’s CI 

ATL/BTL Marketing

· Digital Campaigns (social media and websites)

· Major Sporting event campaign launches
Websites copy
· Refresh and update all website copy 

· Ensure that all website copy is in-line with SEO techniques increasing website visibility  
Create and managing all Social Media Accounts
· Daily posting on all social media platforms, these include Facebook, Twitter, LinkedIn and Instagram
Reason for possible leave: I am looking to be a part of an organization that can offer me structured, professional and financial growth. I would also like the opportunity to utilize my new skill-set earned after graduating with my PDBA.       
Africa Business News (Africa Business News is the holding company for CNBC Africa, Forbes Africa, ABN Productions, ABN Training Institute and ABN Pictures) 
Marketing Executive: Communications 
June 2012 to November 2013: (Portfolio available upon request)
Responsible for the Communications and PR portfolio for the group

Responsible for advertising campaigns including all ATL/BTL activities

PR – Maximizing PR spin-offs from sponsorships and events

Keeper of the ABN brand, creating awareness and working within corporate directives/guide-lines on the brand image
Events Coordination
Market Research in terms of events, responsible for collating feedback from event

Liaise with stakeholder departments to insure workability and input into logistics mechanics of campaign activities

Proactively seek out marketing opportunities at a local level

Generate fortnightly Internal/External Newsletters and press releases for the various companies of the holding company 

Responsible for all barter deals, internal as well as external

Development of media liaison strategies

Advise and train various internal stakeholders on best practice processes to effectively communicate important information to the media
Develop all possible media crisis strategies and manage the process if and when a situation occurs

Create weekly consumer focus press releases 

Stakeholder Relationship Management

Monitor and manage the communication content of the website

Strategic monitoring and evaluation of media coverage including a quarterly and annual publicity report

Co-ordinate internal and external communication
Reason for leaving: The Group was facing financial strain, salaries were not been paid on time, a retrenchment process began and the company had been put up for sale. We were asked to seek employment elsewhere at our earliest convenience as our jobs were no longer guaranteed. 
July 2011 to June 2012:

Programming and PR Executive for Zee TV

Work with the Broadcast Management System. Manage the deals, logs scheduling, and responsible for broadcasting of commercials
Detailed Market Research 

Extensive work with VoD set-top boxes for the channel 

Airtime Sales Coordination  

Promo and commercial production - Interaction with India team

Website maintenance

I am the focal point in communicating production and programming to the team in India

Communicate with channel partners/vendors – external communication

Conduct the FPC programming, planning and assist in budgeting
Execution of the channels ground events 

Facilitate the Marketing and Branding of the channel
Handling all the on air contests and communicate to the winners

Work as a cushion between sales and the production team

Attend to viewers complaints and ascertain the viewers delight
Extensive use of TELMAR (TNT,Transmit) 
Compiling and distribution of FPC’s and EPG’s to all Satellite Television platforms in the African Territory

Facilitate and distribute monthly newsletters for the channel to all Satellite Television platforms in the African Territory
Compilation of themed monthly newsletters distributed to clients 
Website updates and maintenance
Reason for leaving: The network was based in India with a small sales office based in Johannesburg that consisted of 5 people, further career growth opportunities were available only at the Indian Head office in Mumbai which was not a viable option for me, therefore I decided to move. 

June 2010 to July 2011:                     
On Air Coordinator/Production Coordinator for Saffron TV
Responsible for the on-air maintenance of Saffron TV
Prepare/update scheduling status for Saffron TV (i.e. EPG schedules etc.)
Work and fully trained on Zeus scheduling (i.e. Daily play-listing)
Trained on budgeting and costing for the channel

Prepare monthly media lists and weekly reports 
Coordinate the cleaning and QC process of media to be aired 
News reader for Saffron News – India Khabar
Presenter for Saffron TV’s Local events

Coordinate Airtime Sales for the channel 

Responsible for all the channels media deliveries 

Source all material for promo production; footage, tapes, transfers
Responsible for contracting of presenters, make-up artists etc

Coordinate and over see voice recording sessions with artists
Coordinate and assist on set/shoots; crew, catering, props, etc
Responsible for all administrative duties for Saffron TV

Reason for leaving: The channel was in the process of closing down and all staff had been asked to seek employment elsewhere. I was a contract worker at the time.
January 2010:     
Worked as an Ambassador for Procter and Gamble hair care products
Assisted in all PR Campaigns involving all Procter and Gamble Hair Care products
June 2009 – December 2009:     Interned for the Department of Communications and PR at the eThekwini Municipality - Worked for the Communications and PR of the City Mayors Office, portfolio available upon request
July 2007:

Post Newspaper: 
Worked during the July recess and my duties entailed assisting the Senior Journalist with Report 
Writing and Office Administration                                                    
                                                                Community Projects:
· Education fund – my husband and I have created a fund between ourselves to pay for the education and needs of a disadvantaged matriculant every year. This is a project that I hold dear as I am an advocate of education 
· Monthly donations to soup kitchens in and around the Randburg area
· SPCA Randburg volunteer

Skills, Abilities and Attributes
                                                       I offer the following personal and professional skills and attributes:-
· Self-directing

· Strong interpersonal skills

· Excellent organizational skills

· Establishment and maintaining working relationships

· Ability to work independently or as an effective member of a team

· Excellent verbal and written communication skills

· Effective web searching and research skills

· Co-ordination and delegation skills
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