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EXPERIENCED OPERATIONS PROFESSIONAL
Catalyst in generating extraordinary performance in a challenging environment
Proactive decision maker, seeking career enhancements with challenging leadership assignments in Strategic Planning, Marketing  and General Administration.
Strategy, Vision & Mission Planning

Project Management

Premise Management 
Marketing Management 


Travel & Hotel Bookings
Team Leadership 

General Administration/ Liaison

Facility Management
 
Troubleshooting 
Cross functional coordination


Stream lining Systems



Competent and dynamic professional offering a distinguished and insightful exposure of over 19+ years across diverse sectors in high-growth environments. Currently spearheading functions as Asst. General Manager – Operations at ITrans Learning Solutions (P) Ltd. 

· Rich corporate experience in Franchisee Management & Operations, Premise upkeep & maintenance.

      Adept at Human Resource as well as Administration functioning.
· Professional competencies in designing innovative personnel policies to generate a sense of affiliation among the workforce motivating them to contribute their best efforts to realize company's objectives.

· Keen strategist, adept at creating innovative strategies and formulating administrative policies for accelerated growth of the organization and cost optimization.

· Outstanding Relationship Management skills, articulate, combine strong business acumen with the ability to conceive profitable and efficient solutions utilizing technology.

· Demonstrated capabilities in managing process verticals with strong background in implementing process improvements and quality initiatives for desired performance levels.

· Leverage keen analysis, managerial and administrative abilities, insights and team approach in client interaction, spot business opportunities to drive organizational improvements and implementation of best practices, adept at working in high pressure environments with strict deadlines and multiple deliverables. 

· A proactive leader with exceptional communication, presentation and inter-personal skills.  
· Currently holding the position of Vice-president Training for JCI Thiruvananthapuram chapter

Perfect team manager having ability to lead cross-functional project teams and integrate their efforts to maximize operational efficiency



CAREER HISTORY

ASSISTANT GENERAL MANAGER (OPERATIONS), ITrans Learning Solutions (P) Ltd. Trivandrum.
Apr ‘07 – Present
· Spearheading functions and handling Franchisees. This includes new franchisee enrollments, new student enrolments at Francisees and new programme introduction at franchisees.
· Handling the entire spectrum of activities across providing facilities support to all the office staff and efficiently handling clients, merchandise assortments, overall office management activities, housekeeping & Record management.

· Spearhead administration related activities including office administration & ensured optimum & effective utilization of resources.

· Rationalize the manpower at all levels for new office set-up while obtaining the optimal balance between top line and bottom line performance. 

· Accountable for managing overall Facilities and Administration and overall office management functions for effective rendering of services.

· Responsible for ensuring proper implementation of competent activations with processes, policies and quality norms as defined by the company. 

· Responsible for managing all the events of the department while maintaining healthy work environment & discipline, ensuring work under social & statutory compliance. 

· Involved in maintaining optimum admissions at ITrans Franchisees and keeping track of the performance of each Franchisee.
· Accountable to ensure CRM at trainee level and franchisee level. 
· Coordinating with various other departments in the organization for the smooth functioning.

· Handling the HR functions by being involved in the salary and compensation of employees and conducting the yearly appraisals.

· Spearheading in conducting meetings with Franchisees, In House Trainees, Home based Transcriptionist and the In house production team.

· Conducting Training programmes and Seminars across Kerala on a monthly basis.

· Maintaining MIS and necessary documentation

· Adept in designing and implementing Advertisement strategies

· Handling the entire training and production team.

MEDICAL TRANSCIPTION ITOR AND TRAINING INCHARGE,  Accentia Technologies, Technopark, Trivandrum.           Apr ’03 – Mar ‘07
· Accountable to ensure delivering minimum 99% quality work to the client.

· Nullify rejections of MTs from the production unit.

· Communicate effectively (both orally and in writing) with the team and the clients.

· Direct, monitor, evaluate, and make recommendations for continuous quality improvement.

· Set daily and monthly targets for the team and individual team members.

· Ensure that daily and monthly productivity targets are met.

· Monitor daily productivity of the team members and take corrective measures in case of negative deviation.

· Monitor the quality of work done by the team and provide feedback as deemed appropriate.

· Ensure proper TAT and HIPAA compliance.

· Prepare and send daily/weekly/monthly productivity reports.

· Prepare monthly staff schedule and ensure strict adherence to the same.

· Establish production induction and orientation process encompassing job training and performance expectations.

· Liaise with the Training team to prepare and induct new staff to the Production Floor.

· Recruit, supervise, support, and evaluate staff.

· Discipline staff and participate in termination when necessary in consultation with the management.

· Prepare and analyze department statistics as required.

· Remain informed about new developments in medical transcription technology, processes, styles, and practices.

· Know how to operate transcription platform, associated software, and troubleshoot problems.

· Develop and administer a quality assurance/control mechanism.
EXECUTIVE SECRETARY, Al Hathboor Group LLC, Dubai, UAE.      May ’97 – Aug ‘01
· Accountable for Administration and Operational acitivities.
· Providing secretarial and administrative support to the General Manager and other Business Development Managers/ Sales Executives.

· Assisting the management for preparing their schedules and appointments.

· Sending, routine faxes and messages to the concern parties and liaising with various business sectors and filing records.

· Managing personal records (Visa, Health Cards, Passport, Insurance & Staff Leave Tracking).

· Re-constructing and composing letters given by finance department and processing of all official correspondence connected with Managers office.

· Preparing price list (SP,RP,WP & LC) for the sales executives for the newly launched products. 

· Prepare quotation for tenders, keeping track of local purchases.

· Gathering and compiling data for report preparation.

· Prepare Daily/Monthly /Yearly sales report / collection report.

· Preparing Monthly product movement report.

· Assisting the finance department in preparing letter of credits, amendment instructions, insurance and bank guarantees etc.

· Responsible for ordering and maintaining stationery and other office supplies.

· Conducting staff meetings, interviews especially for the Promotion Girls.
· Played an active role in designing and formatting Al Hathboor News, the quarterly newsmagazine of the group and also preparing planograms of the stationery and toys products for the Supermarkets and other outlets.
PRIVATE SECRETARY (to MD), Okara Group of Companies LLC,  New Delhi.    Jun ’95 – Mar ‘97
· Looking after all important office correspondence. Inter office communication, business letters, contracts, agreements etc.

· Interact with suppliers and customers.

· Maintaining office files.

· Attending telephone calls.

· Looking after travel and hotel arrangements.

· Settling accounts of stationery suppliers, hotels, travel agents etc.

· Helping the accounts department to prepare statements every month and preparation of post dated cheques and certificates for plantation schemes.

· Providing administrative support to senior executives of the company.

· Played an active role in preparing certificates and prizes for the clients and organizing shows and staff get-together during the beginning of the financial year.
SECRETARY CUM TICKET COUNTER SUPERVISOR,  

Best & Fast Travel Services  (IATA) Ltd. Trivandrum.  
May ’94 – May ‘95
· Effective Communication with customers.

· Letter drafting and other office correspondence.

· Taking decisions for matters that need immediate attention.

· Attending calls for the management in their absence.

· Assisting the management for preparing their schedules and appointments.

· Conducting staff meetings.

· Liaising with hotels for room reservations.

· Liaising with the airlines for organizing tickets for the passengers and re-confirmations.

· Prioritising and scheduling jobs for a smooth workflow.

· Handling airline reservations – Air India, Gulf Air, Oman Air, Air Lanka, Air Maldives, Singapore Airlines etc.

· Manage visa and passport formalities
· As a counter supervisor, played an important role in managing the front office staff and keeping track with the airline seniors for the follow-ups of the held up tickets.


EDUCATION CREDENTIALS

M.Sc BOTONY, Ravishankar University – Raipur (1991)
B.Sc BOTONY, Ravishankar University – Raipur (1989)
Trainings and Certifications: 
· Medical Transcription from Accentia Technologies, Technopark, Trivandrum – 2003

· Diploma in Computer Programming & Applications from Apple Industries (APTECH) NCC - UK, Trivandrum - 1992

· Diploma in Travel & Tourism from Bharatiya Vidya Bhavan , New Delhi – 1994

· Certificate in Photography from Triveni Kala Sangam, New Delhi – 1996


PERSONAL DETAILS: DOB: 27th March 1969 
REFERENCES:
 Available on request
