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Professional Profile

A dedicated and results-driven administrator with a highly successful background in the achievement of profitable business growth through administrating design and production section.  Experienced in working with leading brands in a competitive retail and hospitality industry with the primary focus on exceeding expectations in customer service while ensuring optimum brand impact. Possesses excellent interpersonal, communication and negotiation skills and the ability to develop and maintain mutually beneficial internal and external relationships.  Enjoys being part of, as well as managing, motivating and training, a successful and productive team, and thrives in highly pressurized and challenging working environments. 

Work Experience

Present

Graphic Designer (Self Employed)
2007– 2016

PARIS GROUP INTERNATIONAL



Advertising/Interior and Merchandising Department 
Administrator – graphics and production of all advertisements and promotions
· Manage and coordinate design and print projects 
· Collaborate with sales team for sale and product promotions
· Development of a promotional themes and displays with team and management
· Effectively lead design and production teams
· Organize work request from various departments (Brands, Hospitality, Interior Design) and effectively allocate orders to graphic designers, fabricators and production team

· Responsible for artwork requirements and research work 

· Organizing and supervising execution of digital printing requirements
· Organizing artworks for mall permits and coordination with team for all installations – posters, signage, branding, promotions and window displays

· Responsible for overseas and UAE signage and branding requirements, maintenance, changeovers – in-house fabrication and/or pitching best deal from vendors for most cost effective solution
· Involved in research and concept generation for window display solutions

· Recording and updating superiors for seasonal image stocks and fashion shoot requirements

· Involved in fashion shoot themes and backdrops while maintaining photoset requirements for all brands and shops
· Coordinating with design team and vendors for print media and pitching best deals 
· Reporting to management for enforcing office requirements for increasing work efficiency and work organization


Core Competencies
· Design Review

· Research

· Photoshop


· Corel Draw

· Illustrator
· Microsoft Word, Excel, Power Point
2001-2006

ETERNITY GRAPHICS



Proprietor – Design & Print Enterprise
· Fully accountable for the establishment and management of Client database 

· Managing graphic design projects from concept through completion including print and production

· Collaborating with professionals and third parties to accomplish projects
· Excellent relations with Clients and Service providers to achieve respectable market repute

1997-2001

QUICK PRINT

Partner – Design & Print Company
· Achieving timely generation of design and artwork for production teams

· Monitoring output quality and colour generation for each project as per brand standards

· Providing management and support to team and partners for optimum service delivery standards and achieving customer satisfaction 

· Enabling the maintenance and new client development through systematic approach and proficiently adding excellence in services provided
1994-1996

INPRINT EXCLUSIVES


Design and Production In charge
· Designing and providing advertising solutions to various client accounts handed over by the Management

· Working with a team of creative professionals – art director, photographer, sales and marketing team – to support and facilitate quality artworks for posters, advertising, banners and other promotional artworks for events, exhibitions and print advertising
· Maintaining rapport with the team and developing overall efficiency for successful client satisfaction
1993-1994

INSTADESIGN


Design Studio In charge

· Designer - working with a team of creative professional for designing advertising materials
· Systematic approach and proficiently  in handling projects at hand

Education 

1991

B.A. (Hons.) Economics, University of Delhi, India 



Subjects: Elective English, Mathematics and Economics
1988

High School, DSSCE (CBSE), Queen Mary’s School, Delhi, India 

Subjects:  Elective English, Mathematics, Economics and Commercial Arts 

Professional 

1993

Advanced Diploma in Computer Applications
2011

Principles of Marketing (Online Self- Studies)

Other Skills

· Microsoft Word, Microsoft Excel, Microsoft power point, Proficient internet skills
· Team management, Research , Design, Print and Media
· Problem solving attitude
· Step-up approach under pressures

Personal Details

Driving License
UAE and India
Status


Single
Gender

Female

Nationality

Indian

Languages

English-Proficient, Hindi-Native
Skills


Excellent Communication and Observational Skills

DOB 


7th May 1970 
References Are Available On Request
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