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	PROFILE SUMMARY
	
	
	

	

	
	
	
	
	

	U.K. qualified and result driven marketing professional with outstanding performance and background within diversified industries. Developed multi-skills ranging from client servicing, retail assistance, human resource coordination, store finance and operations plus expertise in developing effective marketing strategies to identify, penetrate and expand client base and increasing product awareness through various promotional activities. Dynamic and dedicated team player with excellent communication, analytical, problem solving, decision making, supervision, coordination, and time management skills.  Seeks a challenging role within Advertising/ Public Relations/ Media to share and enrich gained experience, expertise, business contacts and work skills. On visit visa and can join new job immediately.

	 


	EDUCATION
	
	
	


	
	
	
	

	

	Master of Business Administration – Marketing, University of Liverpool, United Kingdom


	2007

	Bachelor of Management Studies – Marketing, University of Mumbai, India
	2005


	CAREER SNAPSHOT
	
	
	


	
	
	
	


	Administration Assistant, Marks & Spencer Ltd., London, United Kingdom
	Jul 2008 – Jan 2010

	
	

	Retail Assistant, Somerfield Stores, London, United Kingdom
	Nov 2007 – Jul 2008

	
	

	Account Executive, Vinegar Creatives (Advertising Company), Mumbai, India
	Sept 2005 – Mar 2006

	
	

	Market Researcher, Jasubhai Media Pvt. Ltd., Mumbai, India
	May 2003 – Jun 2003


	ACHIEVEMENTS
	
	
	


	
	
	
	

	· Achieved consistent career growth based on excellent performance displayed in the assigned responsibilities and by contributing to the achievement of company objectives. 

· Gained experience in carrying out account relationship building and developed networking skills  

· Showed flexibility in working well in cross-functional teams even under pressure with a good sense of urgency to complete tasks within strict deadlines.


	AREAS OF EXPERTISE
	
	
	


	
	
	
	

	Advertising & Media Relations
· Plan and prepare advertising or promotional materials to increase sales of services, working with customers, personnel, sales departments and advertising agencies.   

· Coordinate activities of various departments towards company advertising strategies.

· Identify and develop contacts for promotional campaigns that meet targeted market. 

· Study objectives, promotional policies and organization needs to develop media relations strategies that will influence public opinion or promote products and services.

· Plan and direct development and communication of informational programs to maintain favorable public perceptions of the company’s accomplishments and agenda.

· Arrange public appearances to increase market awareness and to promote goodwill.

· Maintain excellent relationship with media personnel-organization; liaise with media bodies.

· Assist in design, draft, write and edit advertising material-matter-concepts.

· Involve in editing the final copies of advertisement and in house magazines.


	


	PROVEN JOB ROLE
	
	
	


	
	
	
	

	Administration Assistant – Mark & Spencer ltd.
· Reporting directly to the Store Finance and Operations Manager.
· Handled store operation in the absence of the Manager besides managing the daily finance, back office and human resource coordination related activities.
· Involved in staff recruitment, hiring, training and supervision.
· Ensured smooth operation by following the set procedures, coordinating work flows, attending promptly on all inquiries and dealing with customers on professional manner.
· Reviewed the existing work procedures and suggested areas of improvement on SOPs.
· Had full control on the daily cash flow, ensuring cash balances from the beginning and end of the shift.
· Monitored the security cameras / CCTV to keep track on daily operation and resolve any discrepancies.


	Retail Assistant – Somerfield Stores
· Assisted the Retail Store Manager towards facilitating operation at the fresh produce department.
· In charge for stock ordering, replenishment and auditing the food quality standards.
· Attended to the customer inquiries, promoted products to them and encouraged the same to purchase.
· Created receipts of customer purchases and ensured delivery of outstanding service to gain repeat business.


	Account Executive – Vinegar Creatives
· Provided leadership and direction to 3 Graphics Artist and report direct to company’s Creative Director.
· Oversaw administrative functions effectively while searching and developing network with clients.
· Exposed in content development for newsletters and catalogues while assisting the Senior Copywriters in preparing staff newsletters for the clients.
· Drove towards business development initiatives through cold calling and internet research.
· Organized recreational activities and internal awareness sessions to encourage staff and boost teamwork.
· Dealt and negotiated with different publishers and suppliers plus set up closer links with trade partners as well as clients to grow income of the agency.
· Served as primary contact between the company and its existing clients.


	Market Researcher – Jasubhai Media Pvt. Ltd.
· Carried out market research on small industries sector; interfaced with the entrepreneurs and identified their financial problems by reviewing the circulated questionnaires.
· Promoted financial products of Small Industries Development Bank of India; plus gained work exposure at ICICI One Source (First Source) for 1 month.  Worked at phone banking department and secured clients for UK’s Lloyds TSB Banks’ products & services.


	OTHER EXPERIENCE
	
	
	


	
	
	
	


	Worked as Part-time Lecturer with London School of Accountancy & Management from September 2009 to January 2010. Privileged to taught 60+ students from cross cultural backgrounds on Business Communication Technology plus Leadership and Training. Extensively used academic libraries to research on subjects. This has given an opportunity to access “Athens” for logging into libraries. Also, experienced in preparing test questions and exposed in supervising students during examinations.


	IT SKILLS
	
	
	


	
	
	
	

	· Knowledgeable with Corel Draw and Photoshop

· Proficient in MS Office Suite, e-mail applications, internet surfing and web research


	PERSONAL DETAILS
	
	
	


	
	
	
	

	

	Nationality
	:
	Indian

	Date of Birth
	:
	20th July 1984

	Marital Status
	:
	Single

	
	
	

	Languages
	:
	English, Hindi, Marathi & Urdu


	
	
	
	


	
	
	
	

	1. 


STRENGTHS





M.B.A. – Marketing qualified 


2+ years of work experience


Worked at advertising agency


Market research skills with strategic planning abilities


Excellent communication skills


Creative team player with content development skills


Skilled in networking and client relationship building


Performs under work pressure


Critical observer; with flair dealing to multicultural clients 
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