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RESUME
DIVYA 
MIS Officer
· Career Objective:

An IT Professional with 5 years of experience in the field of MIS, IT Operations and Data management where I can apply the knowledge and skills I gained and also acquire the latest techniques and methodologies in a competitive atmosphere. Highly efficient and well established in administrative environments that are challenging.
· Core skills:

· 4+ years of UAE experience
· Expert in MS Excel formulas

· Market Analysis

· Database Analysis, Cleansing, Report generation & Maintenance.

· Reporting Skills, Administrative and HR Skills, Microsoft Office Skills and IT  Skills
· Time management and ability to work under pressure 
· IT Skills:
· MS Office (Word, Advanced Excel, Access, Outlook Express, Power Point, Visio)
· Adobe CS6, HTML
· ASP.Net, SQL

· CRM, icontact – email Campaign Software
· Qualifications:

Microsoft Certified Technology Specialist (MCTS)

Master in Computer Application (MCA) From Sikkim Manipal University, India 



Bachelor  of Computer Application From Mahatma Gandhi University, India
· Professional Strengths:

· Possess 5  years of professional experience in the field of Database, MIS, Publishing and web technologies.
· Possess excellent organization and management skills.

· Goal oriented and ability to handle multiple tasks.
· Work experience:

· Currently working as Database / Production & Distribution Coordinator

Media Fusion / VIS Exhibition & Conferences – Dubai 


(May- 2014 to Present)

Projects: 

· Clean Middle East, Waste & Recycling, FM Today (Magazines)
· Middle East Clean Technology Week (MECTW, Smart Store Expo)(Exhibition)
Nature of work: 

· Planning and executing all Email and Social Media campaigns.
· Worked closely with external teams such as design agencies, Printing Press, print solution shops with strategic inputs for problem solving and ensuring timely delivery

· Website Management – Uploading digital magazines, news, banners
· Managing call center team by ensuring all relevant communications, records and data are updated and recorded
· Data mining & research for Advertisements, Media &Marketing

· Manage spreadsheets and maintain data accuracy to ensure accurate data availability for managers and decision-makers

· Imported and exported data from text files, saved queries, or databases, inserted subtotals, created advanced filters, and used database functions. Created pivot tables and charts using worksheet data and external resources
· Development and execution of email broadcast campaigns, public relations, marketing trade shows and events, outbound calls, media advertisements, field promotions, customer communications, and other marketing plans.

· MIS Executive

Add media LLC – Dubai, UAE( From October 2011 to November 2013 ) 

 Duties Involved:

· To update and maintain the company database system using MySQL, MS Excel – Data (Updating, Retrieval, Gathering and validation)

· Maintains and Updates Customer databases, bulk sms and directory databases.

· Creating data reports for daily, weekly and monthly reports regarding sales activity as per management rules and monitoring all data’s for accuracy.

· Promoting companies products & services to identified and prospective clients through SMS and bulk e-mail Service

· Managing Company websites, Updating Companies activities in various social websites like (Face book, Blog and many more)

· Projects Worked on:
· Dubai Health Directory for Dubai Health Authority (Guides)
· Clean Middle East, Waste & Recycling, FM Today (Magazines)
· Middle East Clean Technology Week (MECTW)
· Personnel Data:

Date of Birth
:
27/09/1982
Nationality
:
:
Indian

Marital Status
:
Married
Language Skills
:
English, Malayalam, Hindi
Total Experience
:
5 Years
· Declaration:
I hereby declare that the information furnished above is true to the best of my knowledge. 
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