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Sales / Marketing / Administration
      UAE Experienced – Holding Driving License
An accomplished professional with over 25 years of HR, Admin, Sales and Business Development in the MEA region.

· Successfully handled Sales and Admin Functions with ease and efficiency.
· Experienced in expanding the core business by consultative selling and delivering revenue growth.

	2019 – 2020 
	Amer Govt Service Center
	BDM & Account Manager
	1.5 Years

	2013 – 2019
	Training Center
	Business Development Manager – Academy
	5 Years

	2003 – 2013
	ExecuTrain
	Business Development Manager
	10 Years

	2002 – 2003
	Synergy Professional Services
	Business Development Executive
	1 Year

	1996 – 2001
	NIIT - PTTI
	Career Counsellor & Student Services Asst.
	5 Years

	1995 – 1996
	Aptech Limited
	Career Counsellor
	1 Year

	1994 – 1995
	Zenith Computers
	Career Counsellor
	1 Year



	2018
	CISI International Introduction to Securities & Investments
	Dubai, UAE

	2014
	CFA Institute’s Claritas® Investment Certificate
	Dubai, UAE

	2014
	Anti-Money Laundering Policies and Procedures
	Dubai, UAE

	1993
	Bachelor of Commerce (Honors)
	Mumbai, India



	Amer – Govt. Transactions Center L.L.C. – Dubai, UAE
	APR’19 – DEC’20

	Business Development Manager & Account Manager
· Creating relevant marketing materials, social media advertisements to improve visibility.
· Approaching corporates through various channels such as cold calling, visiting clients, participating in events.
· Managing accounts by providing relevant information, prompt services, following up on pending documents and ensuring timely completion of services. Also, safeguarding client’s original documents provided for document processing.
· Following up on payments and providing SOA’s to clients with all supporting documents.
· Assisting in day-to-day operations of the Center in absence of the Admin Manager.


	Training Center – Dubai, UAE
	JUL’13 – MAR’19

	Business Development Manager
	


Managed the business of Dubai based Educational Academy - a specialized vertical of the stock exchange, aimed at professional development and training needs of the investors and financial professionals.
· Developed and executed business plan, which included planning courses for the year, determining number of delegates required to break-even and achieving business targets, creating marketing plan for the courses along with the marketing team.
· Promoted training programs through email marketing and social media channels.
· Identified new training partners and service opportunities to generate additional revenue.
· Managed inter-department workflow - Finance, Legal, Marketing and IT department, for carrying out various functions of the Academy.
· Led all administrative tasks such preparing invoices, sending training confirmation and agenda to clients, printing of pre-course documents and training materials for the courses scheduled, execution of courses, post-course activities and collections.
	ExecuTrain – Dubai, UAE
	APR’03 – JUL’13

	Business Development Manager
	


· Consulted and sold a bouquet of training programmes across B2B and B2C Channel
· Managed full cycle of business development from prospecting to close of sale
· Managed relationships with various businesses for repeat business
· Developed strong interpersonal and analytical abilities
· Collaborated with cross-functional teams to deliver fast and desired service to training seekers
	JAN’02 – FEB’03

	Synergy Professional Services – Dubai, UAE

	Business Development Executive


· Promotion of the IT services in various Road Shows and IT Exhibitions.
· Conceptualized and executed mass mailing campaigns, leading to increase in sales
· Maintained database of over 6,000 key accounts by constantly updating the account details
· Made routine follow-ups with clients, prepared quotations and closed deals
	NIIT – Professional Technical Training Institute (PTTI) – Dubai, UAE
	OCT’96 – DEC’01

	Career Counsellor & Student Services Assistant
	


· Offered Career Consultation to incoming telephonic inquiries and walk-in clients.
· Assisted with general accounting and administrative functions including telephone support, maintenance of confidential client details in up-to-date filing system.
· Responsible for updating and maintaining Student MIS specially developed by NIIT.
· Responsible for the procurement and maintenance of training material.
	Aptech Limited – Dubai, UAE
	AUG’95 – SEP’96

	Course Counsellor
	


· Responsible for general administrative duties including telephone support and the management of internal and external mail.
· Scheduled client appointments and managed the daily schedules for Senior Management.
· Coordinated with the Transport Department to ensure smooth transport service to the students.
	Zenith Computers – Dubai, UAE
	MAR’94 – JUN’95

	Course Counsellor
	


· Managed the entire operations of the Dubai office including Counselling Walk-in inquiries, Scheduling of Courses, Courseware Preparation and timely execution of training programs.
· Coordinated and participated in career fairs and road shows to promote computer education.
· Supporting the Student service activities such as Admissions, Student Records and Certification.
Personal Information

	Nationality
	: Indian

	Date of Birth
	: 3rd May 1972

	Marital Status
	: Single

	Visa
	: Employment Visa

	Driving License
	: UAE Light Vehicle

	Reference Contact
	: Mr. Anup P Bhatia, HR Consultant, Gulfjobseeker.com
  Mobile: 0504753686 freecv@gulfjobseeker.com 
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