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Aspiring for a challenging career as a project coordinator in a growing organization to improve my professional growth by personal learning & Developing my skills, want to be a part of integral member for the project team where I could be successfully delivering building development projects by undertaking the responsibility of Planning, Organizing & Coordinating, Controlling the project activities under the direction of Project Manager.


· A result oriented professional with 6 years of qualitative cross-cultural experience years in Project Coordination, Documentation, Client Coordination, & Admin Operations.
· Currently active member of Project Management Institute- 
· Strategic thinker with a systematic work approach and able to drive work with maximum efficiency and productivity. Demonstrated high-level organization, coordination and discipline approach. Strong analytical, problem solving, decision making, communication, presentations making and time management skills. Strong sense of leadership endowed with an integrity and honesty.
· Possess excellent interpersonal, communication and organizational skills with proven abilities in team management, client relationship management and planning.

· IIPM- M.B.A(H.R&MAR)-BELGIUM 

2007-2010(BBA) & 2010-2012(MBA)-India.
· ST.PIOUS JUNIOR COLLEGE

2004-2006

· S.C.H.S-SSC

Customer Service Coordinator(CS COORDINATOR-PROJECTS)
Arabian Automobiles Co LLC.
April 2013 – Till date
Significant Contributions
· Attending client meetings with Nissan Middle East and assist with determination of project requirements.

· Handling the preliminary trials, Risk management, Initiating of the projects as per Nissan Standards Service operational standards.
· Attending Client onsite meetings and distribute minutes to all project team members, principal wise.
· Tracking the progress and quality of work being performed by design disciplines through Dealer Process reviews meetings, Branch visits, TNA Portals & Mystery shopping.
· Effective utilization of project scheduling and controlling tools to monitor projects plans, budgets and expenditures.

· Reviewing field inspection reports from through tracking the Customer feedback throughout the lifecycle of the project.

· Meeting the work standards by following the operational procedures in terms of quality & production.
· Communicating accurately with relevant project information to the project team & Ensuring clients’ needs are met in a timely and cost effective manner.
· Responsible for Initiation & Execution of Customer satisfaction events i.e. CS Satisfaction, New Customer welcome meet programs, CS Drive meetings etc.

· Coordinating to track the progress of the Service Advisors performance on monthly /yearly basis & updating to the management.

· Coordinating with Director & General Manager as well as for the cross functional managers as per the business requirement for scheduling their calendar, Meetings, documentation etc. 

· Communicating & coordinating with all Nissan dealers for Issuing Contracts, Letters of Intent, 1K/5K Letters to the for client convenience etc.

· Assisting the customers with Contract quotations to ensure that only fair and reasonable pricing is recommended for approval & Maintaining Contract Execution Tracking Log as per the customer payments.

· Communicating ideas for improving company processes with Aftersales Kaizen dept. in a positive and constructive attitude, and for developing operational procedures.

· Specifying market requirements for current and future products by conducting market research supported by on-going visits to customers of Retail & Fleet through Mystery Shopping.
Project Experience: Nissan Quality Standard(NQS) –Nissan Middle East ,Dubai Quality Group, New  Customer Welcome Meet ,Recall Campaigns.
Project Operations Manager
Omics Group Publishing-Hyderabad
September 2011 – February 2013
Significant Contributions
· Identifying the Project need analysis as per the Business operations requirement with supporting explanation.

· Responsible for initiating a project with project charter & documentation.

· Assisting Project manager to Plan, Coordinate, Implement and Finalize projects according to the budget, Specifications as per the project charter and Deadlines.

· Creating & managing project budget and submitting for expense reimbursement.

· Performing a liaison between the development teams and operation units in resolution of day-to-day administration and operational issues.

· Coordinating with the management for scheduling project design, Project kick off and internal project team meetings based up on the project charter.

· Responsible for handling Ware House Administration, Petty Cash & Vendor Payments.

· Responsible for creating weekly project progress reports & Track the project schedules. 

· Engaging efficiently to analyze process while recommending changes and process improvements on the project.

· Responsible for facilitating the team meetings effectively; tactfully communicating difficult/sensitive information at the appropriate timing in order to accomplish the project successfully based on the lead time.

· Responsible for managing project documentation, process & risks in terms of scheduling and managing the stewardship resources and workload.

· Coordinating for Data validation.

· Responsible for organizing divisional activities, events & parties.

· Coordinating & supporting in daily operational tasks with the other divisions as per their operational requirement.

Achievements

· Successfully achieved project delivery goals and objectives along with on-budget and on-time delivery standards across project.
Operations Project Coordinator
HY-IT Knowledge Systems

Client-Google Pvt Ltd

July 2009- August 2011
Roles & Responsibilities:

· Providing timely project status updates to the project manager & Client. 

· Coordinating with the Management for Meetings, Project schedules & status updating. 
· Facilitating and coordinating with Google team for GIS (Geographical Information System) projects for the Executing & Implementation phase through continuous monitoring & controlling updating the project status to the Top Management.

· Creating business requirements, process maps, project charters etc. in support of business line initiatives.
· Create and sustain good working relationship with internal & external clients through qualitative communications.
· Performed as an Executive secretarial and administrative duties as required by daily operations. 

· Coordinating, Scheduling & managing all aspects of Director’s daily schedule including conference calls coordination.
· Responsible for creating reports, Presentations & updating to the project manager.

· Attending Board meetings, Client meetings with the Top management.
· Scheduling client meetings & coordinating for their business requirements.

· Coordinating & assisting in vendor contracts & project proposals.
· Coordinating for Planning & Organizing activities & functions in order enhance the Employee relations. 

· Accountable for Inventory controlling mainly Bill of Payments, Vendor Management, Handling Invoices.
· Accountable for generating all correspondence, appointments, travel arrangements, calendars, conference calls, expense reports.Primary liaison between Director and all internal employees /external clients.

· Training on PMBOK 5TH Edition-Project Management Programme-BlueOcean Academy
· WIPO-World Intellectual Property Organization-Geneva Switzerland

· CII- Confederation of Indian Industries –Chennai-India

· Principles Of Marketing –Marketing Strategies by Philp Kotler

· Nissan Service Advisor Programmed-NSAP Programme-AAC
· Training on ART of Public Speaking

· Training about Business Writing Skills

·  “My Renault” programme- Renault Middle East


· Typing accuracy-40-60wpm

· Computer Skills: MS-Office, C,C++, Ms-Excel –Advanced,OracleR12,SAP Basics

· Language Skills: Telugu, English, Hindi, French basics.

· Proven track record in Project Coordination / Client Management / Talent Development/ Business Development /CRM (International & Domestic Markets)

· Proven Track record as a Project Coordinator in the Present Company at Arabian Automobiles for the successful completion of NQS project by coordinating with the cross functional team-Sales & Service Departments. 

· Successfully implemented "MY Renault" a systematic designed tool programme launch through successful implementation & training the front level Service Advisors. 
· Generated new Proactive Customer base approach strategy which enhanced operation process
· Proven Track of Business Development of Campus, Internal / External Hiring of SAP, GIS, IT / Non IT Experienced Consultants on full time, contract & contract to hire positions.
· Participated as an active participant HR&MARKETING Case study analysis during GOTA trip-SWITZERLAND (GENEVA & ZURICH) - WIPO & MICHAEL PAGE COMPANY seminars.

Strengths:

· Amicable, Quick Learner, Passionate to learn new things, Enthusiastic to take up new Challenges.

Weakness:
· Never say Die Attitude, Ease to work an extra mile for achieving the target, Trusting others


	Nationality
	: Indian

	Marital Status
	: Married

	Visa Status
	: Employment Visa 

	Languages Known
	: English,Hindi,Telugu & Basics-French

	Current Location
	: DUBAI, UAE.

	Nationality
	: Indian

	UAE Driving License
	: No
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