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MESO HOMES INC – RICHMOND HILL, ORANDO, CANADA MESO is an industry leader in developing and applying physics-based and statistical geophysical models for data and information services

Duration: July 2011 – Till Date
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Professional Profile and Value





Achievement-driven Communications/ Public Relations Executive with more than 14 years’ rich and insightful experience in the UAE in  the fields of PRO, Administration, Operations, Business Development, Sales/Marketing.





Senior PRO expert with outstanding qualifications overseeing all phases of corporate and government relations and communications including broad knowledge of UAE Local Culture and Lifestyle, business practices and ethics, immigration, UAE labour law, legal entities.





Proven record providing effective PR and communication strategies, advice, and support to Chief Executives, Board of Directors. Successfully developed and maintained healthy business relations with major clients, Government departments and corporate accounts to contribute to company’s revenue through derived business. 





Well exposed and fully acquainted with diversity and multicultural issues.Well-networked with thorough understanding of strategies needed to drive business forward and position organization to success.





Broad-based management skills, with strong planning, negotiation, communication, organizational and decision-making ability. Builds effective working relationships and constructively influences across different geographies, functions and cultures.





Track record in expertly handling multiple demands consecutively, determining priorities, recognizing risk factors and making sound decisions.





Administration


Business Development


Corporate Communications


Customer Relationship Management


Customer Service


Internal Communications


Leadership/Management


Marketing Communications


MS Office








New Business Development


Operations Management


Organizational & Time Management Skills


Organizational Development


Public Relations


Public Speaking


Strategic Planning


Team Management


UAE Local laws, regulations & procedures








Areas of Expertise





Sweta 








Email: � HYPERLINK "mailto:sweta.363533@2freemail.com" �sweta.363533@2freemail.com� 





Address: Dubai, UAE








Professional Career Objective








Looking for a highly responsible, challenging position with a successful and ambitious company where I can apply my practical experience and strong work ethics towards helping support and achieve/surpass the objectives set by the organization.





Occupational Contour











PUBLIC RELATIONS OFFICER


GROUP SEVEN PROPERTIES LLC





Key Responsibilities:


Reporting directly to theUnit Manager and handling all Alico products


Maintaining excellent relations and open clear communications with existing clients; seeking new clients and fixing meetings.


Responsible for preparing reports & maintaining accurate records.


Assistingpolicy holdersto settle insurance claims in the event of a loss.


Offering clients comprehensive financial services including retirementplanning, assistance in setting up pension plans etc.


Handling customer queries including preparing Illustration’s for clients


Handling Group & Personal Medical Insurance and maintaining liaison with the Underwriting, Group Medical Division &ClaimsDepartment.











Key Responsibilities:


Reporting directly to the Group Managing Director / Partner.


Representing Group Seven Properties LLC at Dubai Municipality, Dubai Economic department(DED), Dubai Land department and Real Estate Regulatory Authority (RERA).


Arranging Residency & Visa services for new and existing staff and processing cancellations at the Immigration &Labour office.


Processing property transfers from one owner to another.


Assisting clients to prepare POA / MOA at Notary Public (Dubai Courts).


Assisting new and existing staffto obtain driving licenses and register their vehicles.


Responsible for renewingTrade License, Real Estate Regulatory Agencylicense (RERA), Dubai Chamber Of Commerce & Industry License.


Overseeing the Renewal, transfer and cancellation of Company Vehicles.


Overseeing the renewal and registration of new and existing agents as Brokers at RERA.


Responsible for Filing / Clearing cases at the Police Station.


Responsible for handling Bank issues like clearing mortgages and arranging for new ones.


Handling all issues of the company at the Ministry of Labour and Dubai Immigration


Preparing notices and advertisements for vacant staff positions, carrying out recruitments, scheduling & organizing interviews.





INSURANCE CONSULTANT


ALICO AMERICAN LIFE INSURANCE COMPANY (now known as Metlife)





Aug2007 – Nov2010

















ADVERTISING CONSULTANT FOR DUBAI CHAMBER OF COMMERCE & INDUSTRY)


ATN MEDIA FZ L.L.C – DUBAI





Key Responsibilities:


Presenting and selling company products & services to existing and potentialclients.


Making action plans and setting a target to achieve them.


Closely following up on new leads & referrals resulting from field activity.


Identifying sales prospects; contact them and other accounts as assigned.


Responsible for preparingpresentations, proposals and sales contracts.


Developing& maintaining sales materials and current product knowledge.


Establishing and maintaining current client and potential client relationships.


Identifying and promptly resolving clients concerns.


Responsible for preparing various status reports including, activity, closing,follow-ups etc.


Activating and maintaining contractservices.


Reporting directly to the Sales Managerand undertaking all other duties assigned.








Jan 2006 – July 2007





Feb 2011 – Feb 2017





Achievements

















ENROLLED FOR EXECUTIVE MBA


University of Bolton





BCOM EXAMS


IGNOU, 2010











ADMINISTRATIVE ASSISTANT


DAMAC PROPERTIES - DUBAI





LIAISON OFFICER


SHUTTLE ADVERTISING - DUBAI











Handling Client bookings and scheduling meetings to improve the sales figure.


Maintaining close liaison and smooth relationship between the Publisher and the Client.


Handling customer correspondence and customer queries.


Responsible for follow-ups and designing artworks.


Reasonable for handling the invoices and issuing the same.


Providing logistic support and pricing to the clients.





Nov 2004 – Dec2005





Dec 2003 – Nov 2004











Using MS Office tools to create and modify company documents.


Responsible for researching, pricing and purchasing office supplies.


Responsible for setting up and coordinating meetings and conferences.


Maintaining close liaison with client relations Management department.


Responsible for handling Incoming & Outgoing Couriers.


Reporting directly to Finance manager.











Academic Qualification & Training





EDNRD (General Directorate of Residency and foreigners Affairs Dubai) online system


MOHRE (Ministry of Human Resources and Emiratisation) online system


DLD (Dubai Land Department) online system


RTA (Roads and Transport Authority) online system


USA consulate visa online system


UK consulate visa online system.


Excellent working knowledge of MS office software (MS Word, MS Excel, MS PowerPoint, Outlook)


Internet, Email, Computer  & Web-Based Applications


Windows 8





IT Skills





Successfully organized various dance competitions & fashion shows at School Level


Actively involved in Athletics & Stage Shows at School Level





Date of Birth	:	6/1/1983


Nationality	:	Indian


Languages    	: 	English, Hindi, Konkani(Read, write & speak fluently)


Driving License	:	Valid UAE Driving License


Visa Status	:                Visit Visa


References	:	Available upon request
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