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Career Objective:
Seeking the position in Maintenance Planning, Publications, Documentation, that will enable me to utilize my credentials and professional experience towards the growth and development of the organization.
Summary of Skills:
· More than seven years of professional experience in the various industries like Aviation, Oil field, Healthcare and Academics.
· Comprehensive knowledge of content development, maintenance planning, inventory planning and publication management.
· Familiar with various aspects of Knowledge management & Content Management.

· Possess good communication skills.
· Able to handle different operations such as planning, administration and budgeting.

· Ability to set priorities and manage multiple tasks with minimum supervision.
PROFESSIONAL EXPERIENCE 

Organization: Reputed Firm, UAE

Duration: May 2013 – till date
Designation: Maintenance Planner

KEY RESPONSIBILITIES:

· Responsible to initial screening of incoming work orders, identification of scope, and analysis of required level of planning.

· Conducting field walk downs to identify and document job requirements.
· Estimates required hours on work order tasks, total work order duration and skills required to perform the tasks.
· Planning job with appropriate level of maintenance as per the maintenance strategy and tool run details.

· Determines and includes QA/QC requirements on job.

· Gathers necessary technical documents, specific checklists and drawings into the job package according to level of maintenance.
· Complies information into job package that is ready for skilled trades-clearly communicates regarding critical steps in the process.

· Write clear and concise work instructions.

· Plans parts for all projects to increase wrench time and maximize efficiency. 
· Responsible for equipment, repair & return parts and scrap parts data management.

· Ensure all the work orders and maintenance log items are closed when work order is finished. 

Organization: JET AIRWAYS INDIA LIMITED, INDIA

Duration: October 2010 – July 2012
Designation: Technical Publication Officer
KEY RESPONSIBILITIES:

· Liasoning with Aircraft Manufacturers, Vendors & OEMs for procuring latest literature in order to maintain technical publications current.

· Handling of renewals of subscriptions of web sites for Technical documents and to various Aircraft related Technical Publications received in digital media, maintaining records.

· Downloading of DGCA/Federal Aviation Authority (FAA) & other foreign Aviation

· Authority related publication, recording of receipt & uploading the same on company intranet.

· Downloading various Technical Publications from Aircraft Manufacturers, Vendors and OEMs Extranet Web Site and disseminating information across the network.

· Timely distribution of Aircraft Technical Publications in digital data format across the network

· Uploading of maintenance publication i.e. Technical Instructions, Quality Circulars etc.to network server & maintaining the current Status of the same.

· Publishing the applicable Airworthiness Directives released from FAA, EASA, DGCA, Transport Canada etc. on company intranet.
· Co-ordinating with Indian Regulatory Authorities & Jet Airways Quality Assurance Division during various Audits conducted by them.
· Responding to queries from outstation & in-house departments for document

requests such as TI/QC/CMM/SB/SL etc.
PROJECT EXPERIENCE
· Initiating corrective actions as required for the improvisation and enhancement of the Publication Management System
· Interlinking all Aircraft Maintenance Technical Manuals and same to be incorporated in Content Management System.

· Providing Training to the users across the Jet Airways Network to use Technical Publications in Digital (CD) Format and online access.
· Also updating the publications database with the latest information on aircraft maintenance and technology.
· Preparation of the Budgetary allocations for the Technical Publication Section.
Organization: ADITYA BIRLA MEMORIAL HOSPITAL, INDIA

Duration: October 2007 – April 2010
Designation: Executive In-charge Library & Learning Centre 

KEY RESPONSIBILITIES:

· Setup of the Medical Library & Learning Centre.

· Ordering, processing and maintaining Books, Journals and E-learning Resources.

· Preparation and Implementation of Standard Operating Protocols for Medical Library & Learning Centre.
· Preparation for adding Knowledge Management to provide Hospital’s Policies, protocols, work instructions for users.
· Releasing the Healthcare Publications (Weekly & Monthly) 
· Coordinating for Clinical and non-clinical Training Activities, task involves arranging lectures including evaluation and suggestion of Training Modules.
· Execution of Academic courses for the Doctors.
· Solving Queries, Searching for references and training materials and managing other day to day activities.

PROJECT EXPERIENCE
· Coordinating with IT Team to create Library and Information Management Software also worked on open source library software KOHA.

· Initiating corrective actions as required for the improvisation and enhancement of the Library Management System.
· Preparation of tentative Road-map for future Development & Expansion of Learning Centre.
Organization: HOLY SPIRIT HOSPITAL, INDIA
Duration: November 2006 – October 2007 

Designation: Executive Librarian
KEY RESPONSIBILITIES:

· Setup of the Library & Learning Centre.

· Ordering, processing and maintaining Books, Journals and E-learning Resources.

· Solving Queries, Searching for references and training materials and managing other day to day activities.

· Coordinating with IT Team to create Library and Information Management Software.

· Coordinating of Academic courses for the Doctors.

Organization: CROMPTON GREAVES     
Duration: July 2006 - November, 2006 

Designation: Technical Information Centre - Trainee     
KEY RESPONSIBILITIES:

· Ordering, processing and maintaining Books, Journals and E-learning Resources.

· Maintenance of Library Database.

· Provides information on intellectual property rights.
· Handles and solves issues concerned with obtaining or licensing patents, copyrights, trademarks or other intellectual property
· Providing Services, viz., Reference, Referral, CAS, SDI, User Guidance, Information Searches for R&D Projects, etc.

Organization: INDIAN INSTITUTE OF TECHNOLOGY, INDIA

Duration: December, 2005 - June, 2006 

Designation: Library Intern
Worked by rotation in 6 different Library Departments of the Central Library. I worked very hard and learnt and experienced each and every function of a well maintained library set up. 

Educational Qualification 
· B.L.I.Sc.  Mumbai University   2005

· B.A. Eng. Lit., Mumbai University  2004

Seminars and Workshops Attended
· Participated in Seminar “Application of Information & Communication Technology in Library” at Joshi-Bedekar College, Mumbai

· ISO 9000:2000 Certification Workshop for Libraries, at Symbiosis International University, Pune. 
Personal Qualities 

Approachable; hard working, imaginative, artistic, setter of personal example; able to link with various levels of an organization, can communicate well; usually achieve approval of superiors simply by doing my job; respecting of authority; honest to the core; intelligent enough to know what not to do, and quick on the uptake.

Employment Outlook
· I tend to give my best to the cause of the institution that I serve. 

· In return, I look forward to being compensated commensurate with my experience and expertise.
Personal Particulars 

Date of birth: 3rd May 1983.   

Languages known: English, Hindi and Marathi. 

Visa status: - Residential Sponsored by Husband.  

