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BRIEF OVERVIEW
Enthusiastic, energetic, resourceful individual with exceptional interpersonal communication and leadership skills. 8+ years of experience in Operations, Marketing and administration.
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CAREER OVERVIEW
	Company
	Designation
	Industry
	Key Skills Involved
	IT Skills Involved
	

	
	
	
	Leadership, Communication, Interpersonal
	
	

	
	
	
	Skills, Delegation, Requirement Analysis,
	MS Office, HTML,
	

	WebClikz
	Project
	IT
	Marketing Strategies Planning ,Online
	Online Marketing,
	

	Solutions FZC
	Manager
	
	Marketing, Planning, Management,
	Social Media
	

	
	
	
	
	
	

	
	
	
	Marketing Strategies Planning, Brand Value
	Marketing
	

	
	
	
	Management
	
	

	Verbanet
	Customer
	
	Communication, Interpersonal Skills,
	MS Office, Visio,
	

	
	
	
	Marketing Strategies Planning ,,Delegation,
	HTML, Online
	

	Technologies
	Relation /
	IT
	
	
	

	
	
	
	Requirement Analysis, Online Marketing
	Marketing, Social
	

	LLC, UAE
	Content writer
	
	
	
	

	
	
	
	and Content, Planning, Data Management.
	Media Marketing
	

	
	
	
	
	
	

	
	Software
	
	Communication, Management, Planning,
	
	

	
	
	
	Scheduling, Report Creation, Problem
	
	

	B2B solutions
	Consultant /
	
	
	MS Office, Visio,
	

	
	
	IT
	Analysis and Solving, Marketing,
	
	

	Bangalore
	Content
	
	
	AS400,HTML
	

	
	
	
	Delegation, recruiting, Document
	
	

	
	Management -IT
	
	
	
	

	
	
	
	Controlling
	
	

	
	
	
	
	
	

	Cupola
	
	
	Leadership, Complaint management,
	MS Office, MS
	

	
	Senior Customer
	
	Training , Presentation, Problem Analysis,
	
	

	Teleservices/
	
	IT
	
	SQL, Visual Basic,
	

	
	relation
	
	Data Entry, Query Building, Marketing new
	
	

	Hewlett Packard
	
	
	
	Mainframe, HTML
	

	
	
	
	products, Scheduling and Allocation
	
	

	
	
	
	
	
	

	SSI , India
	Software Faculty
	IT
	Training , Teaching, Marketing
	C,C++, Visual basic,
	

	
	/Administration
	
	Administration , Leadership, Delegation
	Sql server, Java
	

	
	
	
	
	
	



KEY SKILLS
· Proficiency with various software applications including MS Office , .Net, Visual basic , or other comparable software packages 
· Excellent oral, listening & written communication skills. 
· Accuracy, attention to detail and a quality orientation 
· Ability to manage multiple tasks 
· Able to analyze and improve work processes and policies 
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· Ability to demonstrate innovation and good judgment/problem solving skills when making decisions. 
· Project and time management skills, critical thinking and decision making skills 
· Delivery of reporting solutions 
· Ability to guide individuals toward goals using negotiation, teamwork/collaboration, motivation and mentorship/people management skills including the ability to act as a role model within the organization 

EMPLOYMENT SCAN
Company: SOLUTIONS FZC
Location: Dubai
Category: IT Services and Consultancy
Designation: Project Manager
Duration: December 2012 to Current
Job Profile :
· Manage and take the lead of a project from start to end. 
· Meet, Communicate & operate with the client and understand their need. 
· Training , Allocation of job/tasks to the team. 
· Liaise and follow up with clients if necessary on website development and Online marketing requests. 
· Understand the client requirement on website development and transfer the information to offshore development Centre. 
· Plan the stages for a website development and online marketing with taking into consideration the views of the clients and the time frames of all the other projects. 
· Plan and manage the online marketing strategies and customer improvement strategies. 
· Involve in the day to day business improvement discussions and activities. 
· Delegate and manage the development and design phases to the offshore team. 
· Provide IT consultation to the client based on the requirement. 
· Create proposals if necessary for online marketing and website development and discuss the same with the clients. 

Company: VERBANET TECHNOLOGIES LLC
Location: Dubai
Category: IT Services and Consultancy
Designation: Customer Relation officer / Content writer
Duration: November 2011 till December 2012 - One year
Job Profile:
· Liaise and follow up with clients on website development and Online marketing requests. 
· Understand the client requirement on website development and transfer the information to offshore development Centre. 
· Plan the stages for a website development and online marketing with taking into consideration the views of the clients and the time frames of all the other projects. 
· Delegate and manage the development and design phases to the offshore team. 
· Provide IT consultation to the client based on the requirement. 
· Create proposals for online marketing and website development and discuss the same with the clients. 
· Create and manage contents for websites and social media pages. 
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Company: B2B Solutions
Location: Bangalore
Category: IT
Designation: Software Consultant /Content writer
Duration: June 2008 till August 2011 - 3 years
Job Profile:
· Meeting and interacting with the clients 
· Achieve sales target 
· Ensure meeting of SLAs & targets/turnaround 
· Reviewing and analyzing process metrics for processes 
· Ensuring that the teams functioning and services are aligned with strategic business objectives with profitability 
· Recruiting of staffs through different levels of interviews and structured job description. 

Company: Cupola Tele Services /Hewlett Packard
Location: Dubai Internet city
Category: BPO
Designation: Senior Customer Relation executive
Duration: Sep 2003 till January 2005
Job Profile:
· Handle the technical issues of the customers in person and via phone 
· Provide Training & presentations to the team members 
· Lead the team and managing extended warranty section 
· Prepare Presentations and provide training to the team 
· Attend Corporate meetings and represent the product. 
· Weekly allocation and managing of tasks for a group of 4 employees. 
· Verbalize with Middle east team to check the complaints source. 
· Quality Assuring, Editing and Transmitting of Mainframe files 
· Focus both routine and non-routine task to ensure accomplishment of the processes ideally and easily. 


Company: SSI
Location: India
Category: IT Training
Designation: Software Faculty / Administrator
Duration: Sep 2000 till Feb 2003 - Three years
Job Profile:
· Provide Training to the students of respective software languages 
· Lead the team, administration. 
· Provide training to new staff members. 

SCHOLASTICS
· !0 +2 , Bethlehem Convent , Ootacamand , Nilgiris , India 
· Bachelor in Mathematics , Pondicherry university , India 
· Post graduation in Diploma and Computer Applications (PGDCA) - IHRD Trivandrum, India. 
· Masters Degree in Computer Applications , IGNOU, India 

CREDITS AND ACHIEVEMENTS
· Founder of “Music is my Passion “ a passionate music group and Amateur singer. Successfully raised more than Aed.80,000/-, through two Charity concerts in Uae and distributed to the needy and disabled in India and Nepal with direct supervision and control over the entire process. 
· Employee of the month June 2004 (Cupola Teleservices). 
· Achieved 100% accuracy and turnaround time. 
· Conducted training sessions for team members. 
	
	PERSONAL DETAILS

	DOB:
	21st August, 1978

	Sex:
	Female

	Marital Status:
	Married

	Nationality:
	India

	Languages:
	English, Hindi ,Malayalam, Tamil & Kannada

	
	

	
	


	
	PASSPORT DETAILS

	
	

	
	

	
	

	Place of Issue
	Dubai

	Visa Details
	UAE Residence Visa



REFERENCE
Would be provided upon request.
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