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Seeking assignments in Administration / Business Development / Training and Coaching / Sales and Marketing / Client Relationship Management with leading organisations.



Personal Dossier

· Date of Birth

: 
09th May 1972

· Languages Known
:
English, Hindi, Malayalam, & Arabic

· Nationality


:
Indian

· Driving License

:
Valid Indian, Oman and U.A.E License

· Marital Status

:
Married

Academia

A. I. S. S. E (10th)
March 1988
Indian School – Kuwait
A. I. S. S.C. E (12th)
March 1990
Indian School – Kuwait
Diploma in Pharmacy
Sept 1993
S. A Raja Pharmacy College 



Vadakangulam, Tamil Nadu – India
Certificate course in Computers
Oct 1994
Apple Industries 

(Proficiency in Information Systems)

Thiruvalla, Kerala - India

Bachelor of Arts
May 1995
Kakatiya University
(Public Administration, Politics & History)

Warangal, Andhra Pradesh - India

Essential Food Safety Training Certificate
Jan 2009
Al Hosn University

(Abu Dhabi Food Control Authority)

Abu Dhabi - U. A. E

Post Graduate Diploma
Aug 2009
Indira Ghandi National Open University (Marketing Management)

(I G N O U) Dubai - U. A. E
Masters in Business Administration
Jan 2015
Ariston School of Business Studies.
M.B.A (Marketing Management)

Cochin Kerala - India

General Achievements

· Winner of the best Collections award during DSF 2011with Panasonic U.A.E

· Winner of the P & G Pringles promotion drive during 2003-’04.
Personal Career Abstract
· A dynamic professional with 18 years of experience in Office Administration, Business Development, Training & Coaching, Sales & Marketing and Client Relationship Management.
· Highly resourceful, Multi-skilled Professional, flexible, innovative and enthusiastic with a considerable knowledge of Administrative and Office procedures.

· Well Organized and an excellent team player with a proven ability to work proactively within the approved Budgets and deadlines.

· Extensive knowledge of efficient Employment practices, HR, Cultural differences and ability to handle diverse issues and Employee grievances and able to negotiate successfully during crisis.
· Sound conceptual knowledge base of marketing sector with strong grip over analysis and problem solving techniques. Able to handle and convincingly implement the Senior Management’s regulations.

· An effective communicator with interpersonal & relationship building skills, able to communicate in various languages.

Key Skills and Competencies

· Self motivated with the ability to work on own initiative

· Ability to come up with own ideas to take the institution forward.

· Able to co-ordinate external recruitment and manage Human resources and budgets effectively.

· Able to identify areas of concern for improvement.
· Provide sufficient training and coaching to subordinates and peers.
Career Contour

Nov 2012 to Nov 2015
College of Nursing
Administrator
· Administrator of the College of Nursing to handle Office Administration, H/R, Accounts & IT System related controls, Student admissions, fees collections, Government departments, Transport, Maintenance, Security and up-keep of the Campus and related properties.

TMM College of Nursing is run by The Dewan Bahadur, Dr. V. Verghese Hospital Trust Association, a leading multi-specialty health care and training centre in Central Kerala with 400 bed in-patient facility with branches at Vazhoor (Kottayam), Mannamaruthi (Ranni) and other community health centres. College of Nursing was started in 2004, offers B.Sc. & M.Sc. Nursing programmes.
Major Achievements as an Administrator
· Acted as a point of contact with the Managing Board.

· Delegated tasks, placing emphasis on individual strengths.

· Designed and executed efficient filing system for students and Administration.

· Maintained Organization policies and procedures.

· Provided high level confidential and administrative support

· Ensured every day event ran effectively and efficiently

· Represented the College at Private association committee meet.

· Conducted H.R process in recruitment and selection of Staff and Students within Government regulations.

· Designed the prospectus for M.Sc (N) and B. Sc (N) Programme in 2013 and 2014.

· Planned and prepared the aptitude and entrance list examination

· Maintained the organization, Vision, Mission and the policy.

· Co-ordinate various committees in celebration of the important health days.

· Co-ordinated sports events of the college at the local and district level.

· Assisted in the preparation of the monthly management accounts.

· Maintaining and developing the office filing system both on paper and computer.

· Dealing with Complaints, redundancies, gross misconduct, and leave issues.
· Developing and improving existing HR procedure and processes.

Workshop Organised / Conducted

· 20.02.2014         - 
International conference

                             
Challenges & health care at national and international level

· 29.11.2013         - 
Management of diabetes mellitus

· 23.03.2013         - 
2013 CMAI Kerala regional conference

· 14. 12.2012        - 
Workshop on methods of data collection and analysis

Magazine
· Booming Medical Tourism in India – Challenges of Health Care, National & 
International Level –Souvenir, Medicon February 2014.

· Casket Memoria (Magazine released on decennial year celebration)
Staff & Students Counselling

· Staffs were counselled on HR issues and students on Disciplinary issues.

Accounts Department

· Preparation of yearly budget for 2013-‘14 & 2014-‘15
Admission Protocol

· Admission of 2013-‘14 and 2014-‘15 of B.Sc & M.Sc Nursing were carried out within the rules of  Kerala Government departments and Private Nursing College Management

Association of Kerala.
Students Affairs

· Purchase and distribution of Academic books, Hostel fittings and maintenance, Library
 
Catering and security.
· Enforced strict disciplinary action for any violation of the rules and regulation of the institution.
Maintenance & Purchases
· Co-ordinated and hired proper personal to take care of the various electrical equipments, gardens Landscape, sanitary equipments and general fittings. Planned short term and urgent repairs of building and surroundings. Designed the new CoN Canteen and the Badminton court.
Inventory

· Yearly inventory taken in 2013 & 2014.
Preparation of Report / Annual Report

· Prepared the Financial reports of  the College during 2012, ‘13 & ‘14
Transport & Security
· Conducted periodic maintenance of all vehicles and purchased new vehicles.
Community Health programme.

· Organized re-opening of Agapae Community Health Centre in April 2013.
May 2012 to Aug ‘12

Training Programme - N.D.C Oman
Sales Trainer

· Sales, Merchandising and Management trainer National Detergents SAOG
· In-house training and Coaching for the Salesmen and Merchandisers at the Office and on the Sales Field.
· Temporarily assisted with the Area Supervision of the Muscat regional sales and marketing, Conducted field checks and monitored the Sales, Merchandising and cleared outstanding Payment collections during the emergency absence of the Sales Supervisor.
· Assisted the Sales Manager of the No1 Soaps and detergents division during the Launch of the D’zire soaps and No1 detergents.
· Organized designing of Stands and Podium displays.
Nov 2010 to Nov ‘11
Al Futtaim (Panasonic) - Abu Dhabi
Asst Sales Manager / Sales Exec
(Al Futtaim Panatech is a leading company in the UAE and GCC with major brands as Panasonic, Sanyo, Toshiba, Alcatel & Aftron – Electronics, Home appliances, Health and beauty products, Office automation & Telecom, and Cameras)
· Listing of new Models, Formulating long term promotions /short term strategic plans to enhance operations. 

· Analyzing & reviewing the market response/ requirements and communicating the same to the marketing team to come up with new strategies. Maintaining excellent relations with end consumers to clear service issues
· Building brand focus in conjunction with market requirements; utilizing market feedback & personal network to develop marketing intelligence for positioning the products to effectively reach the targeted end consumers.

· Conducting weekly meetings with sales team to review sales performance of week and month. Analysing the current growth against previous month and year.
· Creating and sustaining a dynamic environment that fosters development opportunities and motivates high performance amongst team members.

· Merchandising and Sales training to new and existing Merchandising and sales force.

· Managing Debtors according to the company rules and clearing credit notes.
Dec 2008 to Oct ‘10
National Food Products Co - Abu Dhabi - U. A. E
Sales Supervisor

(The company is the market leader in dairy products, juices & pure drinking water (including popular brands like Milco, Oasis, Lacnor, Aqua, Milco Plastic, Arla - (Lurpack, Puck, and Three cows)

· Identifying & developing new streams for revenue growth, monitoring sales & collections.

· Planning & scheduling individual/ team assignments to achieve the pre set goals within time, quality & cost parameters. 

· Formulating long term/short term strategic plans to enhance operations. 

· Analyzing & reviewing the market response/ requirements and communicating the same to the marketing team to come up with new strategies.

· Managing the sales operations for promoting products and accountable for achieving business goals and increasing sales growth through proper distribution.

· Implementing promotional schemes & special offers at key account outlets.

· Conducting weekly meetings with sales team to review sales performance.

· Responsible for cold chain management for dairy products and fresh juices. Conducting intermittent Store checks for distribution and market visits with salesmen.

· Creating and sustaining a dynamic environment that fosters development opportunities and motivates high performance amongst team members. Maintaining good rapport with customers.
· In charge of 12 sales routes, directing, training, and leading the sales team to achieve the sales target of the company.

· Daily allocation of products per route as per market requirements and Route auditing to ensure proper distribution

· Weekly forecasting with the processing plant for smooth operation. Managing Debtors with the company policy.
· Sales budgeting, planning & conducting promotions to achieve the set target.

· Supervision of the distribution of product lines as per company requirement to achieve maximum sales and reduce wastage.
· Assisting the management on negotiations with Key account outlets for long term agreements with the leading hypermarkets in UAE like Carrefour, EMKE group, Abu Dhabi Co-op.
March 2005 – Nov ‘08
Alphamed Dubai
Account Executive - Al Ain

(The company is one of the largest Medical companies in U A E also handling Sports Goods and Consumer products brands - GSK (Sensodyne), Bayer, SSL, Princess Foods, Maatouk Coffee, Pierre Faber, Bic, 3M, Rubbermaid, Pyrex and Colonil).

· Carrefour, Al Ain Co-op, Abu Dhabi Co-op (Megamart), EMKE group, KM Trading, Choitram, Safir group, Al Maya, Hotels and Major Stationery stores.
· Improving the visibility of the company agencies and listing new products. Monitoring the launch, marketing and off-take of new agencies and competitors. Improving large and multi-faced displays.
· Monitoring and advising for improvements with merchandisers.
Sept 1998 – Feb ‘05
Transmed Overseas S.A Dubai
Sales Rep & Credit Sales Exec
(The company manages brands as Master foods, Procter & Gamble, S & W, Klim milk of Nestle and Adams Warner).
· Sales Representative handling Groceries, B Class Supermarkets and Petrol Stations in Dubai, Sharjah, Ajman and Fujairah.
· Launching new products and attaining new distribution and shelf spaces.
· Preparing the daily sales and monthly reports, distribution analysis of food products marketed by the company.
· Improving the visibility of the company’s products and Monitoring the distribution and quality of the products to take timely action to reduce expiries.
· Monitoring the launch, marketing and off-take of new and competing products.
Dec 1995 – Aug 1998
Golden Gulf Real Estate – Dubai
Office Administration
(A real estate Company handling Villas, Apartment Buildings and Labour camps).

· Meeting Local and International Real Estate owners.
· Preparing sales reports and contracts for the properties managed by the Company.
· Handling of payments in cash and cheques for the various suppliers and builders.
Training attended

· Master foods U.A.E - Selling the Master Foods Way - Cash Van sales and credit Sales.
· Glendinning U.A.E - Sales Supervision, Training and Coaching.
· Essential Food Handler’s Training U.A.E - Abu Dhabi Municipality
· Haggai Institute India - Leadership Skills
I.T Skills

· Competent with MS-Excel, MS Word, MS PowerPoint.
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