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Synopsis
· Quick study, with an ability to easily grasp and put into application new ideas, concepts, methods and technologies. Dedicated, innovative and self-motivated team player/builder.
· Exceptional leadership, organizational, oral communication, interpersonal, cooperative analytical and problem resolution skills. Thrive in both independent and collaborative work environments. 
Academic Credentials 
· BBA (Bachelor in Business Administration), from A.I.E.M University in 2007 securing First Class.

· 12th (Science), from Mumbai University in 2001 securing Second Class.
Certifications

· Microsoft Certified Professional (MCP) exam in Exchange Server 2003.
· Microsoft Certified Professional (MCP) exam in Windows Xp.
· International English Language Testing System (IELTS) Certified
Personal Information
· Date of Birth


:
21st March, 1985.

· Marital Status


:
Unmarried

· Height



:
144 cms (5.6”inches)

Work Experience
PROFESSIONAL EXPERIENCE:
MHR Consultancy







  October 2011 to present
Recruiting Officer / Head
(A Division of Hussain Tours and Travel is a fast growing human resource company, which provides world-class human management / CREW, support that works for the business).
Responsibilities & Achievements:
· Maintained company’s office administration.
· Handled and outlined recruitment advertisements.

· Conducted interviews for job seekers and matched suitable candidates.

· Managed local and overseas recruitment campaigns.

· Corresponded with local and overseas recruitment agencies and companies.

· Coordinated with department head of the respective companies.

· Imparted coaching and administration support.

· Excellent experience in performing the entire gamut of recruitment – Sourcing, Screening, Interviewing and hiring the candidates for various technical and non-technical process. 
Fazlani Exports Pvt. Ltd






  August 2007 to May 2009
Marketing / Sales Coordinator
(A Group Company of Sopariwala Exports. A Private Limited export oriented Company based in Mumbai City. It is a prominent and celebrated company which leads the market in activities of Sesame Seeds, Spices, Pulses, Rice, Sweets, Ready-to- Eat Food and other food products)

Responsibilities & Achievements:
· Organize meetings with new and established clients and perform presentations that provide clients with information about Fazlani Foods.
· Reporting to Vice President (Food Division) and assisting him to prepare Costing & Cost Benefit Analysis.

· Responsible to any kind of excel work related to Purchase Order format, Stock file, Ingredients List and maintaining a record of Export Customer Directory.
· Follow up with Co Packers and Coordinate between Production Team & Accounts Team. 
· Generate referrals and build personal relationship with each client and close sales by signing contracts.

· Coordinate with higher management in understanding different process plans, business process, and functionality in depth.
· Coordinate with Government Officials for Certificate for Food Products like FPO, FDA, Health Certificate and many more…

· Launched Fazlani Foods in Godrej and Reliance stores in Indian Market.

· Organizing shows and exhibitions as promotion activity to promote products.

· Coordinate with CEO’s of client and their respective store managers for product promotion and sales. 
Overseas EXPERIENCE:
Al Raya Wood Works Est.






November 2010 to June 2011
Sales Coordinator
(A part of Bwana Wood Industries (Saudi Arabia) that manufacture wooden products that serve the packaging and construction industries)

Responsibilities & Achievements:
· Managing all the Sales related activity of the company.

· Completing the administrative needs of the production house.

· Making follow-up calls to confirm sales orders and delivery dates.

· Responding to sales queries via Phone, e-mail and in writing.

· Ordering and ensuring the delivery of goods to customer on time.
Achievements/ Associations

CO- CURRICULAR: 

· Elected as Event Manager of Bharat Junior College, having healthy interaction with College Management. 

· Elected as Class Representative in 12th Science for Bharat Junior College.

Skills:
Supervising

· Ability to manage through others.
· Superb coaching mentoring skills.

· Able to quickly identify problems.

· Proficient with MS Office and various others forms of technology.

· Prioritizing important tasks and ensuring they done get first.

Personal

· Ensuring successful participation in national tradeshows, exhibitions & organizing other events like conferences, seminars etc.

· Developing marketing reports to be presented at the meeting of top management.

· Lead the marketing programs for branding and lead generation.

· Media Planning as per the budget.

· Driving sales initiatives and achieving desired targets with overall responsibility of return on investment.

Interests

· Reading Books & learning new skills and languages.
