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Ms. Namita
Sardar Patel Marg, Delhi, India.

Phone Number: +91 9052631964

------------------------------------------------------------------------------------------------------------------------------

e-mail:namita01@yahoo.com 
Career Highlights:

I have total work experience of more than 13 years, primarily in supporting the marketing team and recruitment in Human Resource Management. 
Strengths are liaising, marketing, recruitment, team handling, procurement and export business through online channels.
Professional Experience:

1. Working in Pardada Pardadi Educational Society (PPES) in Delhi as Senior Manager – Partnership.     

Responsibilities:
· Developing and building long term partnership with corporates, foundations and educational institutes.

· Implementing corporate engagement strategies.
· Ensuring acquisition of new partners and retention of existing partners.
· Undertaking research to identify potential partnerships and funding opportunities.

· Partner with organizations for suitable placement opportunities for PPES GRADUATES..
· Increasing awareness about the work of the organization amongst the target audience.

2.
Worked on multiple business products as a Freelancer. Sourced and exported garments overseas from March 2013 - December 2022 in Tamil Nadu, India.
Experienced in export business through online channels, sales, processing orders, sourcing, procurement, after sales feedback, market research etc. 
· Cultivate relationship with diverse clients to build business.

· Communicate with clients to understand their specific requirements and negotiate the price.

· Manage external manufacturers, wholesalers and retailers

· Prepare invoices for customers and purchase orders for suppliers and track payments.

· Oversee all aspects of business operations.

· Grew client base from zero to 30 in nine years
.
3.
Worked with ICICI Securities Ltd. (subsidiary of ICICI BANK LTD.) as Regional Product Manager (Financial Planning) from July 2010 – January 2013.

Was responsible for financial planning of the clients. Business development activities like giving presentation to the govt offices to increase awareness about financial products.

Also lead a team of around 50 Relationship Managers in Rajasthan and Punjab for selling multi financial products to the clients through financial planning. Delivered regular training of the team members through joint calls. 
.

· Achievement- Awarded as one of the best financial planners in the year 2011- 2012
      4.
Worked in ICICI Securities Limited (subsidiary of ICICI BANK LTD.), as Branch Manager from Feb’08 to May ’09.
Was responsible to manage the branch operation and profitability, also ensured reduction in costs desired by the management. Monitored the performance and learning development of Relationship Managers and also worked on bringing up the capabilities of the team and self and customer service
· Achievement: Awarded as Value Champion for achieving remarkable business in Life Insurance.
As a branch manager my branch was made the only profitable center in Uttar Pradesh1 cluster within 4 months.

        5.  Worked with Birla Sun Life Insurance Company Ltd. as an Agency Manager from Nov’2006 to Feb’2008.

Responsibilities included Recruitment of Insurance Agents, building of agency force and sales and servicing of insurance policies and schemes. Conducting training for agents and leading team by helping them in improving their selling skills to procure business.

· Achievement:  Awarded as Supreme Champ for achieving remarkable business in the month of March.
       6.
Worked in Centurion Bank of Punjab Ltd, as Relationship Officer from June ’06 to October ‘06. 
· The role was to establish strong relationships with HNI clients.                      
 Responsible for selling Life Insurance, General Insurance, Mutual Funds etc.

       7.  
Worked in India Infoline Ltd, as Asst Sales Manager from June’05 to May’06. Responsible for the entire work of insurance dept like liasioning with Clients and advisors, counselling customers, enhancing sales, coordination with regional office etc.
8. Worked with E-Biz Technologies Pvt Ltd. From March ’03 to June’05 as Senior Executive – HR Recruitment.
E-Biz is based at Kolkata and engaged in IT Services including Software Development, Software Documentation, Multimedia Presentation, IT Consultancy and IT Enabled Manpower Recruitment with offices at Bangalore and Dubai 
       Major Responsibilities:

1) Resourcing, 

2) Outsourcing, 

3) Recruitment, 

4) Liasioning with Clients for their Recruitment Requirements. 

9.
Worked with Kanika Infocom Global Limited (formerly known as Kanika Infotech Limited),               from Dec'99 to Oct'02 as an Executive-HR recruitment.

Kanika Infocom Global Limited is into Project development & Execution under Client Server environment, web enabled applications, Internet Technologies end to end E-commerce applications etc. using GUI tools like Delphi, VB, Power Builder, Java etc. having dedicated infrastructure in Hyderabad and fully owned subsidiaries in 4 countries-US, UK, Singapore & Malaysia. 

Major Responsibilities:

· Recruitment and selection 

       Sources:

a) Ad response

b) Personal Contacts

c) Head hunting

Mapping the organization 

Making strategies for head hunting

             Employee’s References

· Selection

· Conducting and evaluating tests in respective fields.

· Taking preliminary interview. 

· Salary negotiation. 
· Marketing

· Supporting the marketing department with net-based research for software consulting projects.

· Lead a team of marketing people for doing net-based research, body shopping as well as resourcing. Net-based research involves: - finding out the vacancies in different companies where we can place our consultants, getting into the relationship with the consultancy firms as a third party for resourcing, preparing list of IT companies for sending introductory letter etc.

· Sourcing resumes as per the requirement of clients as well as coordinating client interactions

· Other Professional Competencies:

· Screening resumes and preparing the matrix of short listed candidates.

· Staff’s appraisal.

· Issuing offer letter.

· Introducing new staff to all people who are at senior level or induction.

· Keeping the track of updated skill sets of the staff. 

· Coordinating in-house training for freshers. 

Achievement: Got selected for Singapore Assignment. 
In Singapore, I was into hard-core resourcing as well as body shopping. I have placed candidates on Contract-W2 basis and had also generated many hot leads of Singapore clients.

Other Responsibilities:

· Liaison with clients

· Maintaining database through headhunting and references

· Short-listing of CVs

· Conducting Interviews and

· Coordination with head office.

Professional Qualification(s): 

· P.G. Diploma in Marketing and Sales Management from Bhawan’s College of Communication And Management, Kolkata, India.

· Honors Diploma in Computer Science from Lakhotia Computer Centre (LCC), India. 

· Certificate Course in Computer from Webel Computer Centre, India


Educational Qualification: 

· Bachelor of Science (B.Sc.), having secured 67% under University of Kolkata. 


Certifications:

· Registered Yoga Teacher's(RYT) certification, 2020 from YOGA VEDANTA CENTRE , Rishikesh.

· Senior Diploma in Indian Classical Dance (Kathak) from PRAYAG SANGIT SAMITI, Allahabad.

Personal Competencies:
· Analytical ability

· Persuasiveness

· Hard working 

· Good communication and interpersonal skills

· Capability to lead imaginatively as well as be a contributing team member.

Personal Details: 
Nationality 
:
Indian

Language(s) Known:
English, Hindi, and Bengali.

