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CAREER OBJECTIVE

My objective is to leverage my experience while continuing to be challenged. My extensive engagement in market research’s Field Operations and Project managements along with education background in Communications represents a unique combination of disciplines. Personally, I have the drive and determination to consistently achieve success as a leader in any organization.
WORK EXPERIENCE
July 2012 – To date 
Senior Project Management Executive
Main Duties
· Manage and oversee the direct flow for both quantitative and qualitative projects from the starting of the project to clean data delivery to the Client.

· Coordinating the Project with the Clients as well as AMRB’s Operations in different countries.

· Conduct desk research on the market before starting any project to have awareness of what to expect in the research findings using available resources such as internet, Websites etcetera.

· Arranging and coordinating the Focus Groups or In Depth Interviews locations and making sure that all materials and equipment are in order before the interviews or discussions take place.

· Fixing up of appointments and conducting In Depth Interviews with respondents.

· Define project scope, goals and deliverables that support business goals in collaboration with senior management.
· Develop full-scale project plans and associated communications documents.
· Develop and deliver progress reports on an on- going basis and tracking project milestones and deliverables using appropriate tools to meet timelines.
· Where required, negotiate with other department managers for the acquisition of required personnel within the company.
· Set and continually manage project expectations with team members and other senior executives.
· Identify and resolve issues and conflicts within the project team.
· Determine the frequency and content of status reports from the project team analyse results, and troubleshoot problem areas.
· Define project success criteria and disseminate them to involved parties throughout project life cycle.
November 2012 -June 2012

Project Management Executive 

Main Duties

· Preparing commercial documents such as; budgets, billing instructions and cost sheets

· Sending requests to Commercial department to raise the invoices on time.

· Filing and keeping track of invoice delivery to client and following up on payments as per the project’s contract agreements.

· Draft and submit budget proposals, and recommend subsequent budget changes where necessary.
· Coach, mentor, motivate and supervise project team members and field officers and influence them to take positive action and accountability for their assignment. 
· Build, develop, and grow any business relationships vital to the success of the project.
· Preparing research documents such as field kit, field brief notes, timelines 
· Effectively communicate project expectations to Operations Team Members and Project Directors in a timely and clear manner
March 2009 – October 2011
Operations Executive
Main Duties;
· Oversee smooth implementation of research projects, from set-up to data delivery by recruiting, training and monitoring field work team and communicating relevant feedback to research team.
· Manage projects and ensure they are being executed in accordance to the requirements.
· Assist with regional operational tasks as required from time to time.
· Answer or redirect general inquiries in person, by telephone or email.

· Perform quality control checks/audits on fieldwork.
· Conducting executive interviews and report writing.
· Maintain and update clients’ database from data collected.
· Research project management, handling focus groups and mystery shopping.
· Assist with the preparation of cost estimates.
· Maintain a proper filling system.

· Accompany research assistants and back checking work done.
· Distribute and manage quota samples throughout field projects.
· Recording and transcribing of in-depth interviews and preparing presentations for the same.
· Arranging and co-coordinating the Central Location Test (CLT) venues. 
March 2008 – February 2009
Assistant Operations Executive
Main Duties:
· Data entry & processing.
· Mobilizing & training the research assistant team.
· Logic check, scrutiny and telephone back checking after interviews.
· Quota control and distribution.
TNS RMS (Former Research and Marketing Services, East Africa.) July 2006 – December 2007

Field Officer.
Main duties Included:
· Guest Relation.
· Mobilizing & training research assistants up to 50 freelancers.

· Accompanying & back checking the work done by research assistants.
· Data entry & Quality control.
· Conducting executive interviews.
· Tracking company’s brands in terms of market shares, placement etc.
· Developing & implementing marketing strategy.
· Conducting market research, analyzing data & presenting it.
· Create data entry templates using SPSS / SNAP 4 & Excel.
· Preparing budgets for projects’ field work. 
EDUCATION BACKGROUND

University of Leicester, United Kingdom

· MA in Communications, Media and Public Relations (Ongoing, via Distance Learning)
Kampala International University, Uganda
· Bachelor’s Degree in Mass Communication (Graduation date- November 09, 2007)

OTHER QUALIFICATIONS       
· Guest relations/ Customer Care.
· Communication, marketing and management skills.

· IEC/BCC Empowerment.

· UAE driving license.

COMPUTING 

Microsoft Office- Excellent Working knowledge of MS Office applications 

Software - SPSS, SSI & SNAP4

Internet Research - Very competent   
ATTITUDES
· Good team player able to work with both superiors and subordinates alike but also capable of working independently in a fast-paced environment with the ability to handle pressure.
· Innovative and self motivated.
· Excellent communication skills.
· Ability to preserve confidentiality of information.
· Good organizational and planning skills.
· Proactive and meticulous with an eye for detail.
· Superior problem solving ability.
· Ability to function in a cross-cultural environment. 
HOBBIES AND INTERESTS
· Travelling.
· Fascinated in different cultures. 
· Socializing and networking.
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