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	Objective


	A position of responsibility and challenge that brings out the best in me and to pursue a career in a reputed organization in the area of Administration, Client servicing and Sales Co-Ordination, to constantly enhance skills thereby adding value to self and in turn to the organization.  To focus on achievement of goals and objectives for the organization.

	Career Highlights


	Over 20 years of experience in Sales, Administration, business development and personnel management in various capacities. 

	Experience

             (A)

            (B)
	JAN 2012 – till date              NABI ENTERPRISES
                                                 Mumbai , India

                                                 As Administration Manager

JAN 2006 – DEC 2011            PODAR EDUCATION NETWORK  
                                                 Mumbai, India.

                                                 As Administrator

Responsible for co-ordination for its various branches in India. Overall administrative duties of the office.

INTERNATIONAL EXPERIENCE

SEPT.04 to NOV 05           AL ZAHED GROUP OF    

                                            COMPANIES
                                            Al Khobar,

                                                     Kingdom Of Saudi Arabia

                                                      As Administrator
                                                      Responsible for the entire     
                                                      administration of the                  

                                                      Head office, at Al Khobar.

                                                      Co – ordination between head      

                                                      office and site at 
                                                      Qatar.




	(C)

	DEC 2000 – AUG.2004       BHANDARKAR PUBLICATIONS
                                             Mumbai, India.

                                             As Administration Manager

Work involves managing the day-to-day activities concerning the publication, sales and distribution of Marine literature.  



	(D)

(E)

(F)

	JAN 1995-NOV 2000          INXS CAREER POINT
                                             Mumbai, India

                                              As Recruitment Manager
Responsible for sourcing, screening and selecting candidates for multiple areas including IT, Service industry, sales and administration.

NOV 1992-DEC 1994         POLAR MARMO AGGLOMERATES           

                                      LTD, 
                                      Mumbai, India.
                                              As Senior Sales Executive  

                                      (Corporate)
Responsible solely for corporate business development of agglomerated marbles.

MAR 1984-OCT 1992               PERSONNEL RESOURCES
                                          Mumbai, India.

                                                    As Recruitment Executive.
Handled sourcing, screening, interviewing of candidates for select blue-chip companies –domestic and overseas.



	Education

Additional
Qualification
	B.A., Economics
University of Bombay         Mumbai

Diploma in Business Management from Welingkar Institute of Management - Mumbai

	Date of Birth :         

	4th May 1961

	
	


