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Actively seeks a substantial and responsible role that will challenge abilities and promote excellent communication and office managerial skills
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PROFILE
· Comprehensive experience in Marketing (B2B & B2C), Administration, Animation Production & 
Project Management, Hospitality. 
· Identify market opportunities in India and outside India and chalk out business strategy Participate in tenders in India and Outside India. 
· Review overall price for the opportunity and calculate the financial contribution numbers. 
· Legal agreements ensure product compliance. 
· Review technical proposal document. 
· Prepare overall execution plan marking key dependencies. 
· Key business risks and mitigation plan. 
· As a panel member of BIS, drive meeting for standardization of ATD (Automated Tracking Device) for country. 
· Strong liaison and negotiation skills (B2B and B2C). 
· Flexible and highly adaptable, team orientated, used to working to tight deadlines and meeting set goals and objectives. Accustomed to working under pressure using own initiative, is ambitious and highly motivated having demonstrated the ability to work within a team, liaising with colleagues and senior management. 
· Possesses excellent motivational experience, able to extract the best from teams and individuals alike. 
· Adept at steering team members towards achieving set targets in accomplishing personal and department goals. 
· Enjoys a high capacity to learn new skills whilst objectively seeking new challenges, responsibilities and ways to develop and already extensive array of professional experience. 
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Professional Expertise
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Administration
· Providing administrative support to managers and the general office 
· Provides excellent customer service, handling queries, advice and complaints to ensure customer satisfaction and repeat business. 
· Identifies opportunities to enhance and strengthen procedures and policies, automating systems and improving efficiency of services, creating a more cost effective and lean organisation. 
· Prepares and conducts searches on new customers at companies’ registry. 
· Active in designing, implementing, managing and improving quality and information and management processes. 
· Manages all financial matters, which include: payables and receivables. 
· Liasioning with Government officials and various other departments. 
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Personnel/Marketing
· Active in designing, implementing, managing and improving quality and information and management processes. 
· Assisting in HR related operations, recruitment, employee relations. 
· Manages personnel development, training and provides coaching and mentoring, identifying and correcting competency gaps. 
· Formulates and improves training and development policies and programs 
· Responsible for new business development in B2B level and B2C level. 
· Manage direct sales team across the state, partner development and to manage retail business . 

Animation Production Management
· Overseeing the Production Planning & implementation of the same on the floor assuring continuous flow of work without any hiccups. 
· Providing a healthy atmosphere where artist have the opportunity to fulfill their potential for creativity, and personal growth. 
· Client management via constant interaction and communication. 

IT Skills
Proficient and expert in MS Office, including MS Word, Excel, Power Point and Outlook and Photoshop, Adobe Illustrator.
	CAREER RECORD
	
	
	

	Sep-2014-till date
	Singapore as Country Manager – India for Transportation and

	
	
	Special Project 

	2013-2014
	
	Techno Alliance as Senior Production Manager (Software and

	
	
	Advertisement).
	

	2011- 2013
	
	Tata Elxsi VCL, Bangalore division as Project Manager.

	2002 – 2011
	Toonz Animation India Pvt. Ltd., as Producer/Project Manager and

	
	
	Administrative Officer.
	

	2001 – 2002
	Somatheeram Ayurvedic Beach Resort Trivandrum, Kerala as Assistant

	
	
	Manager
	

	1997 – 2001
	EasyCall Paging Service
	Bhopal, M.P. Department Head (Customer

	Care/Service)
	
	

	1995 – 1996
	Operational Research Group (ORG-Marg).Bhopal M.P. as Field Supervisor



EDUCATION
· Graduation in Commerce (B.Com) from Barkatullaha University Bhopal in in 1995. 
· (A.D.C.S) Advance Diploma in Computer System from BITS Computers, Bhopal, M.P. 
	PERSONAL DOSSIER
	
	

	Date of Birth
	: 19th May 1972

	Marital Status
	: Married

	Language Proficiency
	: English, Hindi, Malayalam

	Hobbies
	: Driving, Cooking.
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