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Professional Profile:
An MBA professional with over 9.6 years of experience in Communication Strategies (Internal), Event Management, CSR and Human Resources.
Presently
designated   as   a
Specialist - Communications, with Tarteeb Media (Forbes
Middle East - Arab Publisher House).
During my career over the years, I have gained experience in:
· Strategizing and implementing annual communication plan 

· Event management 

· Project management 

· Media management 

· Social media management 

· Employee engagement 

· Corporate social responsibility. 

I aspire to be a successful business leader and utilize my creative and management skills to help organizations connect globally with effective business communication strategies.
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	Present Employment
	

	Organization
	:  Tarteeb Media (Forbes Middle East - Arab Publisher House) - Dubai

	Designation
	:
	Specialist - Corporate Communication

	Duration
	:
	From July 2013


Key Deliverables:
Event management: Conceptualized and managed major events and exhibition in Dubai and KSA. 
(Reference event video links can be viewed at the end of resume)
· Budgeting and execution of the activities for different clients keeping minute details in mind for event management and execution. 

· Responsible to manage all the requirement of the sponsors of the event 

· Deal with all the vendors for end to end requirement for venue, food tasting, catering, corporate gifts, entertainment, MC, stage set up, branding collaterals, hotel reservation, transportation, RSVP etc. 

· Managing the Save the date, Invitation letters, Agenda and event page update on website. 
· Responsible for the overall branding at the venue and working in coordination with the design team for various aspects. 

· In charge of production activities and overall coordination for sound, stage and AV 

· Assisting in the designing, research and adding inputs for the theme of the event 

· Responsible for identifying the key note speaker for the event and coordinating with their office 

· Adhering to strict deadlines for completion of tasks. 

· Managing the overall RSVP for the event. 

· Managing the awardee RSVP which involves coordination with them before the event, on the day of the event and post event. 

· Charting out the seating arrangement for the VVIP and VIP guests 

· Post event requirement of coordination of event videos, photographs etc 

· Delivering the same to the client. 

· Manage internal communications: Coordinate brand identity internal projects like 
website, blog, social media platforms, coordinate for content writing for these channels, supervise the media data base, mentor team members and help them apply and understand the organization standards and internal processes, support different teams, clients and projects.
· Press release distribution, media interaction, coverage report, health check and review presentation: Research and prepare health check and review presentation for clients, distribute press release in English & Arabic, monitor and follow up with media and prepare coverage report. 
· Creative Projects: Designed various creative’s, done video recording and basic edits to promote projects on social media channels. Created site map, video story board, concept note to develop Corporate Video for the website 
· Social Media Management: Planning and implementing social media strategies, developing social media profile and action plan for Tarteeb and other clients 
· Existing and Prospective Client Management: Coordinating with clients for business briefs and meetings, understanding the client requirements on an ongoing basis, managing accounts and keeping track of action plans for different clients. Write strategies and suggest budgets for potential clients, write presentations, meet with potential clients for briefings and presentations. 
· Media Management: Coordination with media to organize media events like media round tables, Hi-tea and conferences. Invite media for better coverage of the events organized for the clients 
· Responsible for working with teams to ensure that all communication is available and communicated to stakeholders in a timely fashion. 
Notable Accomplishments:
· Appreciated and awarded with the bonus for great performance during “50th 
Anniversary of Saudi Airlines”, “Forbes Middle East Top Indian Leaders in the 
Arab World-2014” and “Forbes Middle East Top 500 Companies in the Arab World-2014” events. 
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Academic Credentials:
MBA in Mass Communication and Human Resource Management from National Institute of Planning and Management , Delhi (India) in 2013
Master of Arts - I with Economic Honors from Gujarat University (India) in April 2005
Bachelors Degree with Economic Honors from R.A.Bhavans College of Arts and Commerce -Gujarat University (India) in April 2004
12th (Arts) - Cadila Higher
Secondary School, Ahmedabad
(India) in May 2001
10th - P.G Little Star High
School, Ahmedabad (India) in
March 1999
Areas of Expertise:
· Event Management 

· Vendor and Sponsor Management 

· Intranet Updates 

· Branding 

· Grievance Handling 

· CSR Projects: Site Specific & PanIndia 

· Concept Note & Presentations 

· Client Co-ordination 

· Collation and Updation of Pan-India Reports and Tracker 




Previous Employment
	Organization
	:  Aegis Limited (An Essar Enterprise)

	Designation
	:
	Specialist - Corporate Communication

	Duration
	:
	From May 2008 – October 2012


Key Deliverables:
· Provide creative write ups for announcements, events, banners, captions etc. 
· Serve as the editorial point-of-contact for updating site details on Intranet. 
· Partner with business units and India Communication Team to strategize and develop communications that support specific programs and ensure cultural integration 
· Planning, Budgeting and Co-ordinating with internal marketing team for Branding – 
Internal and External 
· Centralized communication and build awareness - Prepare and distribute employee communications, newsletter, bulletin, broadcast, management updates, business objectives and informational material for internal audience 
· Leading Employee Engagement, Rewards and Recognition, Offsite Meets and Work Life Balance initiatives 
· Strategizing, planning and implementing Corporate Social Responsibility initiatives for the organization. 
· Preparing Budgets for Ad promotions and interact with internal marketing team & external agencies for implementation of Ad campaigns 
· Organizing Leadership Communications forums like Conferences and Town halls across multiple units of my work area 
· Participation in corporate events, conferences and presentation of event summary to internal audience 
· Provide professional advice on publicity and promotion matters and help drafting leaflets in accordance with corporate standards. 
· Measuring employee satisfaction and effectiveness of initiatives for the site with a 
Global Survey every quarter 
· Assisting with presentations and proposals, coordinating for marketing materials for updating corporate information. 
· Newsletter and Business Updates - Ensure content collection and integration happens in time and editions are released as scheduled 
· Prepare and release the daily Business Broadcast globally 
Notable Accomplishments:
· Leading the Community – CSR Projects for Site & PanIndia 
· Awarded as an Brand Ambassador of the organization for Q1’11 
· Ranked 1st in an In-house training session of “ACE – Learning & Development” at Aegis. 
· Received the Certificate of Excellence in every Quarter from July’08 to September’11 for outstanding performance and lasting contribution to Corporate Communication Process. 
· Awarded as Top Performer for the year 2010 during our Annual Reward Ceremony 
· Managed Pan India initiatives and engagement programs i.e Aegis Idol, Sunday Walker, Captain of the month, Coffee Sessions, Fundoo Friday, Wall of Fame, Family Day Celebrations, Round Table Conference, Leadership Meet 
Previous Employment
	Organization
	:  Sterling Holiday Resorts (India) Limited

	Designation
	:
	Executive - HR

	Duration
	:
	From May 2005 to January 2008


Key Deliverables:
· Identifying various sources for Recruitment. 
· Finalizing and co-ordinating for Job Descriptions 
· Tying up with Management Institute for Staff Recruitment. 
· Arranging for Recruitment Camps. 
· Complete Induction and On-Boarding of the New Joiners. 
· Complete Joining Formalities. 
[image: image3.jpg]





Personal details:
Date of Birth:
December 02, 1983
Nationality:
Indian
Languages Known:
English, Hindi and Gujarati
Hobbies:
Dress Designing & Volunteer
Charity Work
Visa Status:
UAE Residential (Work permit)
Declaration: The above information is correct to the best of my knowledge.



· Attrition Analysis and Exit Interviews. 
· Handling Grievance management process. 
· Assist Zonal Accountant for preparing reports on monthly expense for the site 
· Processing monthly attendance within the payroll timelines and maintain leave records 
· To attain Legal Matter in absence of Co. Lawyer at Consumer Forum at Ahmedabad 
Notable Accomplishments:
· Received an Award of Best Executive in West Zone during All India Meeting at Sterling 
PURI in the month of March’07 

Previous Employment
	Organization
	:
	Swift Placements Services

	Designation
	:
	HR - Consultant

	Duration
	:
	From May 2004 to April 2005


Key Deliverables:
· To select and line up candidates for the interview 
· Take the feedback from the clients 
· Clearing the Bills 
· Maintaining Monthly attendance Sheet 
· To make attendance statement 
Video Links for the events organized by me:
Leader’s Inspiring a Kingdom – Saudi Arabia’s Entrepreneurial Elite 2014
·  Highlights 
Top 100 Executive Management - Global Meets Local 2014
·  Highlights 
·  Networking 
·  Guest Speak 
·  Sponsors speak 
200 Most Powerful Arab Women 2014
·  Highlights 
·  Branding 
·  Networking 
·  H.E. Sheikh Nahayan Mabarak Al Nahayan's (Minister of Culture, Youth & Community  Development - UAE) Arrival, Unveiling and speech 
Top Companies in the Arab World 2014
·  Highlights 
Top Indian leaders in the Arab world
·  Highlights 
