Curriculum Vitae


Ms. GURPREET SAINI

Female, Indian, 26yrs

Contact Address: Flat no 22,2nd floor, Sona Apartment no 7, Bandra reclamation, Bandra west.
E-mail id: gurpreet.83saini@gmail.com 

Contact number: +91- 9833178125


To organize the relationships online and channelize them into profits. I want to work in organizations that keep the end user of technology and content in mind and want to unleash the power of web2 and web3 for them preferably through social media, SEO, blogging, wikis, video marketing, podcasting, webinars, online PR, image or brand building and content strength.

Objective: To seek challenging position and ability to learn new things at the Earliest.

	Year
	Qualification
	Institution
	University/Board
	Percentage

	2009
	MMS(MASTERS IN MANAGEMENT STUDIES) MRKTG
	GURU NANAK INSTITUTE OF MANAGEMENT STUDIES
	MUMBAI
	I CLASS

	MAR 2005
	Diploma in HUMAN RESOURCE
	WELINGKAR INSTITUTE


	MUMBAI
	II CLASS



	MAR 2004
	T.Y.B.com
	GURU NANAK KHALSA COLLEGE
	MUMBAI
	II CLASS

	MAR 2001
	H.S.C
	GURU NANAK KHALSA COLLEGE
	MUMBAI
	II CLASS

	MAR 1999
	S.S.C
	POWAI ENGLISH HIGH SCHOOL
	MUMBAI
	II CLASS



1. Advanced Nutrients LLC (Canada), now Plant Genome Sciences Ltd. (India)                             May’10 (till date)
     Designation:  “SEO SPECIALIST”                                                                          Domain: Online Marketing

Key responsibilities
· Keyword Research, Keyword Analysis
· On Page Optimization,
· Off Page Optimization (One Way Link Exchange, Directory Submission)
· Blog, Articles, Press Release & Videos Submission,
· Blog Installation and Customization – WordPress & Joomla.
· Social Media Optimization (Twitter, Facebook, MySpace etc)
· Weekly and Monthly SEO report for the Company through Analytics.
· I have optimized and developed the following websites and got good rankings for many keywords in most of the major search engines.
http://commercialrosebudhydroponics.wordpress.com/
http://rosebudhydroponicmagazine.wordpress.com/
http://commercialhydroponics.co
2. Worked as freelancer in SEO for 14months.
My responsibility includes Website Development according to the client requirement, Updating & Maintaining existing websites, Search Engine Optimization of various website, and graphics designing.  Worked as an SEO for On Page Optimization & Off Page Optimization.

Content writing,

Blogging, 

Directory submission, 

Article marketing, 

Pinging, 

Forum posting, 

Content spinning...etc
3. ESSAR STEEL HYPERMART LIMITED                     


         May’09-July”09 (2 months)
     INDUSTRIAL TRAINING PROGRAMME                                                           Domain: Steel Domestic RETAIL

· Persued the Industrial Training Programme with Essar Steel Hypermart Limited. Under the Training Programme, involved in the publication of the in house News letter. The News Letter essentially provides information on the activities of the Hypermarts/ Express marts. Essar Steel Retail Business has a very large consumer base and the News Letter provides a healthy interaction with the potential customers. I am actively involved in preparing questionnaires seeking information from customers relating to products of the company, problems of the customers and general outlook.
· A Project report on Essar Steel Hypermart Ltd as a business model will be submitted as a part of the Project report for the MMS curriculam.

4. Organization: ESSAR STEEL LIMITED                                                    Jan’07 –Jan’08 (approx. 12 months)

    Designation:  “EXECUTIVE SALES PLANNING”                                      Domain: Sales–Steel Domestic RETAIL

Key responsibilities
· Collection and consolidation of requirements of various retail outlets on monthly basis

· Working on SAP and Web based software for entering the Orders and interacting with different departments like Credit control deptt. , Customer service deptt. for further system processing on monthly basis

· Preparing MIS Reports for the company.

· Interaction with the Sales staff for setting sales target and implementation of the targets.

· Analysis of Competitor’s products and pricing mechanism .

· Market study on compatibility of products in Indian markets




       
5. Organization: RELIANCE COMMUNICATIONS LTD                                      April’05 to Jan’07(2 years)
     Designation:  “CUSTOMER SERVICE EXECUTIVE”                                          Domain: Billing Back Office

Key responsibilities

· Handling Reliance communications Website related issues.
· Preparing MIS reports of Payment Not reflecting and escalating it to all 13 Telecom Circle and Town Offices all over India. Sending Reports to concerned Department for uploading / reversal of Payment 

· Co-ordinating  with the commercial heads of all states(13 Telecom Circle and Town Offices) to resolve the issues of Corporate and Individual customers pertaining to Collection, Payment not reflecting and Retention
· MIS reports of request and complaints of KAM(KEY ACCOUNTS Manager) and sending it to Town/circle Office all over India.

· Handles issues related to ECS(Electronic clearing system) and online payment

· Resolves issues related to Mobile Application and Handset.
· Handles R-World (Data service) payment issues and Pin request

· Handles issues related to Caller ring back tone (CRBT) & R-World issues

· Business Support System (BSS) is a nerve centre for provisioning of various services request of the customers, my department does provisioning of Data Service (R Connect and R World).

· Handling CRBT tunes (Caller Ring Back Tone) for Customers all over INDIA.



6.       Organisation: Nestle Limited




     June’04 to Mar’05(approx. 10 months)
    Designation: Management Traniee


                  Domain: Sales & Marketing    


Key responsibilities
· Introduction to Multinational Company Concept (MNC)

· Comprehensive Product study and analysis and introduction in the global scenario

· Market study and analysis of the market share vis a vis other products of the competitors.

· Support Service to Senior Marketing Executives for providing statistical data on the product compatibility in the global market

· Market Survey on the product acceptability by various segments and impact on cost parameters

· Branding as a global consumer product and percentagewise market share of its products.


· Certificate course in MS- Office

· Good Command over MS-Excel and Word

· Programming language in C 

· Financial Account Package

· Tally 5.4 & 5.3 with Internet Explorer

· End usage of SAP and Web based software

· MS Excel, Word, Access, Power Point Etc.

· AAA, Rconnect CDR Tool and Billing MIS

· TOAD is an Oracle based tool to retrieve various data and status from Phonegan 

· Web Portal Tool : for resting the password of website

· Tom Cat, phone book transfer tool,
· SAW, CS Portal, OMNI Docs & SAP
· HTML, CSS, XML

· Keyword research
· Affiliate Marketing, domain hosting, domain optimization and registration.
· URL categorizing, URL forwarding, Dealing with parked pages
· Blogging, social bookmarking
· Competitor analysis.
· Optimizing pages and search engine rankings.

· Link building

· Good Interpersonal and Communication Skills, Confident, Good Command Over English


· SEO, Listening Music, Traveling, Exploring and visiting new places and Networking
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