Nitu jai chadha

Sujai Sadan, Row House B-55,

Sector – 4, Airoli, Navi Mumbai

Phone - 022-27792323 (R)

Mobile – 9869245638

PROJECT MANAGEMENT PROFESSIONAL

Seeking a position to utilize my skills and abilities in the field that offers Professional growth while being resourceful, innovative and flexible.

Profile at a glance

· Young, performance driven professional with thorough hands on experience online marketing
         and Web based projects.

· Excellent knowledge of dealing with world famous Hotels and Resorts Website.

· Working experience in handling corporate and international clients.
· Excellent oral and written communication skills, proficient presentation skills, and strong
      organizational, analytical and problem solving skills.

· Excellent communicator with multilingual skills (Punjabi, Hindi, Marathi, English).
· Ability to manage day-to-day responsibilities with minimal supervision.
· Ability to adapt and work efficiently in a rapidly changing dynamic environment, willingness to

        be an active participant in a team environment, and ability to manage multiple simultaneous 
projects.
career history

ORGANISATION 

: 
NETESOFT INDIA PVT. LTD. MUMBAI
LOCATION 


: 
Mahape [NAVI MUMBAI]

POSITION HELD 

: 
Project-Coordinator

PERIOD 


:
July 2003 – November 2011 (till date)
Job Profile

· Responsible for gathering requirements and scoping projects, communicating with client and internal development teams, and overseeing the development or maintenance updates of multiple websites and related projects.
· Coordinate projects in a collaborative distributed environment with designers, developers and testers, creative directors, and client project and account managers.

· Experience and understanding of Web site information architecture, navigation and content strategy, creative design, maintenance of existing Web sites, and working closely with Web software developers and designers in a large distributed fast paced development environment using automated workflow and project management/collaboration tools.

· Designing and maintaining top brand Web sites.
· Handling Client FTP, RDP.
· Gathering Client Requirements via Project Request system (In house software).
· Quality Assurance for Websites.
· Direct Client Communication.
· Internet Marketing.
· Research and Layout design for new websites.
· Coordinate the development and maintenance of client websites, banner ads, and email templates.
· Coordinate and manage for various projects, schedules and project requests from inception to the final product, prior to launch.
· Assist Project Managers to manage multiple accounts simultaneously, including requirements gathering and defining the scope of new projects. Proactively communicate with internal account team and clients during the development of projects.
· Develop and demonstrate a good understanding of the client's business, their needs, expectations, and requirements.
· Strong interpersonal skills to communicate with clients in order to understand their needs and then to transform conversations to action as it relates to changes to the designs and websites.
· Maintaining Logs/Billing of Client.
· Working on Quality Assurance Analyst.

· Strong "problem solving" ability within a high-pressure environment, demonstrating proactive "solutions-oriented" behavior.
Operations Management

· Designing, developing and implementing the workflow program, presentation and handling various phases of interface development based on technical specifications.

· Developing simple, useable, attractive and cross-browser web interfaces that account for speed, file size, readability and accessibility.

· Adroit in dealing with web site information architecture, navigation and content strategy(SEOs), creative design, maintenance of existing Web sites, and working closely with Web software developers and designers in a large distributed fast paced development environment using automated workflow and project management & collaboration tools.

Team Management

· Interfacing with the team members regarding the objectives of the projects.

· Supervising & motivating project team members & contractors, driving them to take positive action and assessing accountability for their assigned work.

Previous employment
· June 2000 - March 2002

 Organization   
: -   
BSEL Software LTD

 Designation
             : -  
 Receptionist

· June 1999- March 2000

Organization                : -   
VMC Software LTD
Designation

: -   
Receptionist
· June 1998 (for 10 Months)
Organization

: -   
MAHANAGAR TELEPHONE NIGAM LTD (MTNL) IN “QCSC”
Designation

: -    
Operator
ACADEMIC PROFLIE
Passed B.com from Mumbai University, National College of Science and Commerce in 
April 1997 (2nd Class)
Passed HSC from Mumbai University, National College of Science and Commerce in 
April 1994. (1st Class)
Passed SSC from ST. Xavier’s High School, Powai in March 1992. (1st Class)
Computer Knowledge:

MS Office: Word, Excel, PowerPoint and Photoshop.
Html/CFM Knowledge.
Basic knowledge of the web development process
Bullet Proof FTP. 

English Type-writing 50 Words P.M.
PERSONAL DETAILS

· Name 

    :
            Nitu  Jai Chadha
· Date of Birth 
    :
            07th December 1975

· Sex 

    :

Female
· Nationality 
    :

Indian
· Religion
    :

Hindu
· Marital status     :

Married
· E-mail: 
    :

nituchadha@gmail.com 
References can be produced based on requisition.

I hereby declare that all the information given above is correct & best of my knowledge.

     Yours truly,

NITU JAI CHADHA
