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MY PROFILE
I am a marketing professional, with a strong belief in commitment, effort and teamwork. I have relocated recently to Dubai along with my husband and am looking for exciting opportunities in communications. I hold a residence visa for the UAE. I thrive best in an atmosphere of creativity and challenge, and have adapted to various situations. I believe in maintaining a fine balance between time-bound constraints and quality, without compromising on either. I value my integrity and ethics and take pride in my work. I am fluent in English, Bangla and Hindi. I am thirty-four years old.
POSITIONS HELD
Manager, Corporate Marketing
Tata Consultancy Services, Mumbai/Lucknow, India January 2013 – December 2013
Part of the corporate collateral content development team, responsible for generating marketing collateral aimed at a variety of stakeholder groups. Main responsibilities include editing and review, quality control, agency and writer liaison, and benchmarking
Manager, Corporate Communications
SkyTECH Solutions Private Limited (part of The Chatterjee Group), Calcutta, India November 2009 – December 2012
Directly handled a host of internal and external communication requirements for the CEO’s office as well as other internal departments. Was also part of a cross-functional in-house Branding team
Deputy Manager, Brand Activation and Events, ABP Brand ABP Private Limited, Calcutta, India
June 2009 – August 2009
Worked on various new products and activation projects aimed at generating additional revenue spanning across a range of media like a matrimonial website, privilege card, a youth tabloid, a movie download portal and an overseas edition of Anandabazar Patrika
Deputy Manager, Corporate Communications ABP Private Limited, Calcutta, India
August 2005 – May 2009
Part of the corporate communications unit at ABP, with responsibilities involving both internal and external communication
Management Trainee
ABP Private Limited, Calcutta, India June 2004 – July 2005
Was placed in the Corporate Communications department at the end of a comprehensive year-long training programme in all departments
RESPONSIBILITIES
TATA CONSULTANCY SERVICES
MARKETING COMMUNICATION
Member of the corporate collateral content development team, an integral part of the global TCS corporate marketing team. Responsible for development and quality control of marketing collateral for TCS worldwide. The team also develops process documents and collaborates on creating tools that bolster the process of content creation and quality assurance.
Development of all external marketing collateral— Responsible for development of white papers, global trend studies, case studies, brochures and flyers at the corporate level. Have edited and reviewed collateral for units such as Global Consulting Practice, Manufacturing, Telecom, Media and Information Services, Utilities, Platform Solutions, Innovation, Business Process Services, Energy and Resources, Eco-Sustainability and Mobility. Have helped units develop collateral in adherence to TCS Tone of Voice guidelines, TCS guidelines for thought leadership material and TCS templates and standards
Editing —Extensive editing and rewriting responsibilities to ensure collateral content is effective and relevant
Agency liaison —Worked with a number of professional content development agencies to develop quality marketing collateral
Liaison with internal marketing teams—Interaction and collaboration with marketing teams of horizontal marketing units, industry solution units (ISUs) and geo marketing units
Quality assurance—Review and assessment of collateral to meet both internal and industry quality standards
Process improvement—Helping agencies and internal stakeholders improve the quality of content by means of regular feedback and constant two-way communication. Ideating and helping develop process documents to improve quality of content developed – best practices, style guides, convention documents, for example
Industry benchmarking—Benchmarking of content, especially thought leadership material against industry leaders in terms of language and structure
Training and development—Worked on revising existing content to meet specific training goals and conducted training sessions on TCS Tone of Voice guidelines for internal teams
SKYTECH SOLUTIONS (JV between United Airlines and The Chatterjee Group or TCG)
INTERNAL COMMUNICATION
Latitude, the SkyTECH electronic newsletter — Responsibilities have included conceptualization, content plan, editing, layout, production and distribution.
Mediawatch , a regular report for senior management that compiled articles of relevance in an easy-to-read format
— Responsibilities include research, content , layout and distribution
HR Support — created the Employee Handbook, a ready reckoner for new and existing employees; acted as the one-stop communications resource for the Above and Beyond Awards, an R & R initiative; developed the ‘Did You Know’ series of mailer for reinforcement of key HR policies and the Thought of the day series of motivational mailers; developed recruitment and induction templates and other miscellaneous documents
Product Buzz, e-newsletter on products and accelerators under development — Was responsible for conceptualization, content, design and distribution
Infonet, the intranet — Drafted regular Organisational News and Announcements, designed teaser mailers, conducted opinion polls, moderated discussion forums, designed mailers on key events, distribution of key audio-visual clips
Acted as an in-house resource —part of the team that developed sets of posters as part of a corporate branding activity as well as for the CMMI certification drive
EXTERNAL COMMUNICATION
Communications support for the CEO’s office —
-Created Corpcom documents like ‘TCG: We Realize Your Vision’ and ‘SkyTECH: From Wings to Wheels’
-Led Corpcom initiatives at a Group level: examples include the TCG Corporate brochure, company profiles for industry publications like AMCHAM compendiums, USP documents for properties like Banglalive, Q &A Primers during press interactions
-Developed presentations and speeches for the CEO including presentations for both internal audiences and the Board, as well as speeches made at prestigious public events
Pan-IIT event —Responsible for design, coordination and logistics, of stall and posters as part of TCG’s participation at this prestigious event. Worked with agencies and other Group companies as part of this project
Town halls —Provided communications support for town halls and Q & A sessions
Media management —drafted press releases, provided support for launches and other events, created media dockets
Website — Edited text for a revamped version of the website
Branding — Key member of the Branding team that made significant contributions towards premier IT event, INFOCOM, through developing collaterals, print materials, presentations, inputs towards stall design
ABP
INTERNAL COMMUNICATION
Homepage, the ABP newsletter — Have been responsible for conceptualisation, content, editing, design, layout and distribution of the electronic newsletter
Mediawatch, a media report for senior management — Have been involved in the conceptualisation, content, and production of the report. Was part of the ABP thinktank that delivered an online news monitoring application that generated customised news reports
Communications Support for the CEO’s office — Was solely responsible for the CEO’s presentations, speeches, profiles and other communication requirements. Have created documents that have been submitted to the highest echelons
The ABP corporate diary, featuring rare photos from the ABP archives with well-researched captions based on a central theme — Have been involved in conceptualisation, research, sourcing, content, dummy-making, production, coordination and distribution
ABP Unedited, the in-house magazine, communicating the corporate while connecting people and processes across ABP and opening up dialogue and communication — Have been a part of the team, with responsibilities towards content, research, dummy-making, sourcing, production, coordination and distribution
ABP Unedited: the power of words, a collection of articles on the house of ABP, translated from Bangla to English — Have been involved with the layout, production, proof-reading and coordination for this book
The ABP Blog, an employee-engagement initiative conceived as a melting pot of commentary, ideas and suggestions
— My responsibilities have included the administration of the blog, ideation on the content and creation of the launch campaign of the blog
HR-related communications —Have developed corporate presentations for recruitment; conceptualised, developed and designed the launch campaign of HR MIS for the television channels in the bouquet.
All in-house communication on corporate activities and events — Acted as a pivotal conduit between senior executives and employees and function as the primary channel responsible for design, content and reach
In-house contests —Involved with implementation and administration of contests like the ABP radio channel contest and the Annual Media Awards, with additional responsibilities towards design of all relevant communication
Other communication jobs — Have designed dockets, communiqués, dossiers, handbooks, publicity logs and reports for various departments. Have coordinated photoshoots and edited scripts for audio-visual communication
EXTERNAL COMMUNICATION
The ABP corporate website — Provided support to the website in terms of all content, updation, tracking and coordination
Media relations — Have worked on press releases for events like INFOCOM and the STAR Majha launch, amongst others. My duties have also included drafting out company and senior management profiles
Speeches and presentations made by the top management of the company — Have been involved in preparing speeches and corporate presentations made by the CEO both in India and abroad
Anandabazar Patrika’s Superbrands project — Have been in sole charge of Anandabazar’s participation in the
Superbrands initiative, fashioning out the brand essay and acting as the interface between ABP and Superbrands The ABP corporate brochure — My responsibilities have included maintaining the continuity and updation Corporate branding —Have been involved in the launch of a new corporate logo, with major coordination responsibilities towards development of stationery, logo usage and liaising with external agencies
ANANDABAZAR PATRIKA BRAND
AbpPatropatri.com — a matrimonial website based on the successful matrimonials initiative in print. Part of the taskforce that worked on the concept, development, content, layout and launch. Interacted extensively with the ad agency every step of the way
Ami Agami youth tabloid and privilege card — Part of the taskforce that worked on the concept, tie-ups, sponsorships, agency liaison
Anandabazar Patrika overseas edition — conducted online market research to test the feasibility of the project. Coordinated with the editorial department extensively
AnandaMovies — a movie download portal, for which preliminary research, agreements and development work was begun
DEGREES EARNED
2004 ● MBA ● Indian Institute of Social Welfare and Business Management (IISWBM), Calcutta (2002-2004) ● Specialisation: Marketing ● Percentage: 64% (First Class)
2001 ● BA (English Honours) ● Presidency College, Calcutta (1998-2001) ● University of Calcutta ● Percentage: 58% (Upper Second Class)
1998 ● Std XII from Modern High School, Calcutta (1996-98) ● Percentage: 67% (First Division) ● Higher Secondary ● WBCHSE
1996 ● Std X from Modern High School, Calcutta (1994-96) ● Percentage: 76% (First Division with Star Marks) ● Madhyamik ● WBBSE
PRIDE AT WORK
● APPRECIATION FOR WORK
Have received appreciation for efforts to develop quality content from internal stakeholders at TCS, including TCS GEMs certificate of appreciation. Received appreciation from across the company for Latitude at SkyTECH and a panel of the top editors of the house for Homepage at ABP.
● COMPUTER PROFICIENCY IN COMMUNICATION TOOLS/TRAINING IN MESSAGING TECHNIQUES
Picked up and worked extensively on editorial tools like Quark Express and have working knowledge of artistic tools like Adobe Photoshop. Have worked extensively with MS Office, especially MS PowerPoint and MS Word. Also have working knowledge of Publisher. Worked with in-house customized tools aiding the collateral creation process such as the Content Workflow tool at TCS. Am trained in Power Messaging and Value Messaging
● INPUTS TOWARDS SUCCESSFUL LAUNCH OF NEW PRESCRIPTION DRUGS
My summer project revolved around feasibility studies for two new products and health tracking of an existing product of Sun Pharmaceutical Industries Ltd in Calcutta (April - June 2003). Both new drugs have since been successfully launched by Sun Pharmaceutical Industries in 2004 as branded products
ACTIVE INTERESTS
1992-2000 ● First-class diploma in music (Rabindrasangeet) from the premier school of music, Dakshinee, Calcutta. I ranked fourth with distinction
1996-98 ● School Prefect, Modern High School. Represented my school at numerous inter-school fests, winning prizes for creative writing, eastern and western music, quizzing and acting. Also contributed work to school magazine 1998-2001 ● As a student of Presidency College and later IISWBM, took part and won prizes for creative writing, eastern and western music and quizzing in various inter-college fests. Was also a member of student theatre group during college
2006 ● Participated and won prizes at corporate/open quizzes while representing ABP
2002-2004 ● Part of the core team organising ad fest ‘Adventure’, alumni meet ‘Paradigm’ and seminar series ‘Insight’ at IISWBM
1987-1994 ● Diploma holder in dance (Bharatnatyam) from Thankamani Kutty’s Kalamandalam, Calcutta, under the tutelage of Guru Kalamandalam Venkit
