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 OBJECTIVE
To find a challenging position in an organization to fulfill my competencies, capabilities, skills, education and experience, while having the flexibility to explore and acquire knowledge in various aspects of work & life.
WORK SUMMARY:
November 2012 onwards (Part – Time)
Assistant Business Consultant –Element 4 Solutions LLC
(Interior Décor and Facilities Maintenance Company)
o
To carry out regular research to identify trend setting Business practices and ideas.
o Identify Business trends and stay abreast through trade related events, publications etc. o Develop client network and communicate on regular basis.
o Screen for potential Business deals and present initial Business proposals that suit the client. o Perform initial round of correspondence and develop negotiations.
o
Work closely with new clients to understand their requirements and modifications.
o Prepare Business Models and recommendations suiting the client’s requirements in coordination with the management. 
o
Assist in initial startup process documentations.
o
Coordinate for all proposals and Legal formalities until the deal is signed and closed.
o Actively be involved in the marketing plan for the client and make appropriate suggestions suiting the client needs. 
o
Assist in manpower recruitment if required by the client.
o
Carry out telemarketing for various Business activities of the company.
14th November 2004 - 29th January 2009
Business Manager –President & CEO’s office -Time Machine Group LLC
(Group of Companies involved in various sectors as Real Estate, Food & Beverage, Beauty & Wellness, Trading and Media)
o
To carry out initial research for potential business deals by analyzing market trends and evaluating the best available options.
o
To perform a through due diligence for any new project initiated by the various group companies.
o To understand the concept and Business plans of various proposals to brief President & CEO accordingly 
o
Initiate discussion and correspondence with new Business Ventures.
o Was actively involved in Business Process Mapping of the various group companies. o Prepare presentations for new business proposals.
o Was in charge for compilation of the various Financial Reports provided by the group companies. o Have been actively involved in the preparation of the various group company profiles.
o
As a single point of contact for President & CEO of the group have been in charge for gathering all business weekly updates and providing a consolidated over view of each company business. Held meetings with senior managers to update individual unit performance weekly.
o
Attend all Business meeting along with the President & CEO.
o Conducted daily meeting with the HR & Personnel Managers for a regular update and to ensure that any deviations taken has necessary approvals of the President & CEO. 
o Preparing Offer Letters & other Personnel related correspondence for Senior Managers of the company to ensure confidentiality. 
o As a point of contact of President & CEO had to carry out the preliminary discussions on any issues related to staff and Senior Managers. 
o Was a key member for the Emotional Quotient Test carried out by a South African Company for all Business units. 
o Was additionally leading a team of all company coordinators and conducting regular meetings with the team for over all training, information exchange and initiating best practice across the various sectors of the company. 
o As Business Manager of President & CEO’s Office was in charge for the safe keeping of all important documents and related information. 
ACHIEVEMENTS:
o Had initiated and successfully completed a project of reorganizing and formatting the entire common drive system for the group which had a database size of 136 GB. To ensure the continuation of this system had also initiated a step by step manual for all new comers to follow and formed an audit 
committee to monitor the same.
o Had been recognized for creating and implementing various procedures & formats across the group ex: Organization Charts, Minutes of Meetings, and Agenda recording database in various forms, Memorandum etc. 
10TH March 2003 – 15th October 2004
Senior Officer –Risk Containment Unit (RCU) ICICI BANK LIMITED- Bangalore, India
(Banking & Financial Institution)
o
Handled entire operations of RCU Department for Karnataka Region of India.
o Travelled to main Hubs on a monthly basis for regular location visits and update. o Interrogation of fraudulent Bank Representatives and customers.
o Investigation of fraudulent cases hitting the various sections of the bank and bringing them to logical conclusions. 
o Generation of monthly reports analyzing the performance of the Unit location wise in tandem with the business ,maintenance of Turnaround Time (TAT)and overall review of the unit in region. 
o
Carried out Product performance by post-asset verification analysis.
o Co-ordination with the collection units for delinquency updating and tracing of the skip case customers of the Bank. 
o
Training the agency on policy changes.
o Conducting monthly meetings with agency staff for review and process updating. o Appointing new agencies across all locations in Karnataka.
o
Monitoring the agency’s activities, billing and other Management related issues.
o Building up professional network by visiting other related personnel from different financial institutions. 
o Monitoring the daily sampling activity carried out by the sub ordinates and train them on any amendments or new trends. 
o Was in charge for the cost incurred by the unit cross the region and to take necessary steps for controlling the same. 
14th November 2000 -26th February 2003
Administrator, HR coordinator and front office in charge ICICI BANK LIMITED- Bangalore ,India (Banking & Financial Institution)
o
Assisting the regional Assistant Vice President (AVP) on secretarial activities in addition to operating as an Administrator and Human Resource Coordinator .
o  Preparing bills related to conveyance, travel and miscellaneous expenses of  AVP.
o
In charge of arranging outdoor meetings of the AVP and various Business Unit Heads of Retail Credit Product Division.
o  Appointment of general staff on contract basis via out-sourced agents.
o Conducting initial round of interviews for all out bound staff based on various department requirements. 
o  Verifying staff attendance and overtime in the payroll system on a daily basis.
o Coordinating between customers and the concerned officers across all retail credit products. o Managing Travel Plans and expenditure of all officers, managers and Business Unit Heads.
o In charge of the daily expenses report of various departments and reporting the same to the Head Office in Mumbai on a weekly and monthly basis . 
o  Managing payments for all external vendors.
o  Managing financial requirements for all Officers, Managers and Business Heads.
	Education and Training
	

	Qualification
	Bachelor of Arts –Psychology

	
	Mount Carmel College -April 2000

	Software Skills
	Diploma in Computer Applications- First Computer.

	
	Well versed in the usage of Microsoft Office applications.

	
	Basic Knowledge of handling HR module of Great Plains systems

	
	Basic knowledge of Photoshop.

	Organizational Skills
	Well versed in the art of prioritizing and planning to function in an orderly manner, have

	
	proven ability to take every minute aspect into consideration and a proactive thinker.

	Interpersonal Skills
	Ability  to  adapt,  communicate  and  interact  within  various  international  &  cultural

	
	environment, finding solutions for various problems, a go getter and a team player.

	Language Skills
	English – High Command over Vocabulary and Writing Skill.

	
	Hindi & Kannada – Reading & Writing fluency

	
	Tamil – Mother Tongue

	
	References can be provided on request

	
	


