PREETI BAJRA
Address: House No - 3082, Joy Apartments, Plot No - 2, Phase - I Dwarka, New Delhi - 110075 (India)
Phone: +91 9818196058, 9899647781; Email: preetibajra2010@gmail.com, preeti.bajra@gmail.com


BUSINESS DELIVERY ~ CONTENT MANAGEMENT SOLUTIONS ~ PROJECTS MANAGEMENT PROFESSIONAL
Seeking challenging assignments across MNC’s & Embassies

EXECUTIVE SUMMARY

· Highly Talented and innovative professional with an eventful career of xx years studded with professional brilliance predominantly in the areas of end-to-end Project Management, Content Development, Quality Control, Commercial Contract Management, French Translation/Interpretation and Customer Relationship Management.

· Knowledge of functional areas with expertise in Project Management Life Cycle including Project Scoping, Requirement Analysis & Technical Specifications, Effort Estimates, Risk Management, Planning, Monitoring & Tracking, Reporting & Communication Management, Process Compliance & Management, Change Management and Resource Optimization.

· Experience of having worked on various assignments of translation, review, comparison, creation & interpretation of commercial-legal documents in French language; well versed with preparing License Reports for the Chief Regulatory Advisor - SAARC Region, BT.
· Apt in managing the business cycle process from client consultation to closing including identifying requirements, developing focus, and providing tactical E-learning solutions along strong knowledge of all phases of the Content Development Life Cycle, including Study, Analysis, Content Design, Deployment, Integration and Implementation.

· Demonstrated strengths in liaising with contracting principles to ensure compliance with contract specification and resolution of problems and issues; successfully organized, arranged and provided structure to the contracts database for the French region.

· Articulate communicator with strong communication, analytical, interpersonal & presentation skills; Computer literate, independent, disciplined and committed to observe business ethics & morality standards; Exhibits excellence in establishing a Quality Assurance framework for achieving excellence through Qualitative Project Management.


PROFESSIONAL EXPERIENCE
FREELANCER










APR 2010 - WORKING
Web Content & SEO Writer
Key Responsibilities:
· Deftly writing SEO Articles, Blogs, News, Page 3 News, Mailers, etc
· Responsible for editing including language correctness, spell check, applying the style aspects as per the specification

· Responsible for writing web content for websites / portals from scratch, Edit and Proof read content once written. Write, edit and proof read copy for client projects based on the material supplied by them. 

· Dexterously working towards writing product descriptions, brand support material, etc., ensure proper proof reading, editing and writing content on a regular basis for building up the website including informative short articles. 

· Accountable for checking the overall content functionality and usability of the product, including interactive links and navigational logic, ensuring consistency of formatting

BRITISH TELECOMMUNICATIONS







MAY 2007 – MAR 2010
Commercial & Language Specialist – French
Key Responsibilities:

· Involved in translation, review, comparison/ creation of commercial-legal documents in French Language

· Incipient team member of the flagship project titled “Contracts online” which aimed to develop a scan-store-retrieve tool based on BT’s standard document management platform, Livelink in order to collect, consolidate, control, manage, maintain and deliver customer facing records in support of BT Global Services’ Line of Business. 
· Involved in day-to-day liaising with the colleagues in CLR France to achieve project milestones being part of the core team for “Contracts online”

· Organized, arranged and provided structure to the contracts database for the French region by understanding their contracting model and implementing it on Livelink so as to make them easily accessible to all.

· Provided assistance to the Chief Regulatory Advisor - SAARC Region, BT which includes preparation of License reports on monthly, half-yearly, quarterly and annual basis. 
· Liaising with DoT and TRAI in regards to obtaining licenses, submission of license fees, registration of various BT centers in India and other day-to-day correspondence.

· Maintained risk register for the CLR team by collecting information from various lines of businesses and collating them into one report to identify and quantify the potential risks and the actions necessary to deal with them.

· Prepared obligation trackers from various legal agreements that lists all the obligations on one party towards the other and then to create a list of all those obligations that needed to be flowed down to the sub-contractor.

SPECIALIZED TECHNOLOGY RESOURCES (STR) INDIA PRIVATE LIMITED


May 2006 – Apr 2007
Quality Control Administrator
Key Responsibilities:

· Responsible for maintaining high quality output and efficiency of (IBO) STR India

· Involved in identifying, assessing business opportunities and studying the economic feasibility

· Accountable for measuring and maintaining work quality for IBO department, timeliness, utilization and productivity for all clients.

· Instrumental in studying the economic feasibility for taking up new assignments

· Compilation of Monthly report and all relevant documentation for review of clients and STRUS.

· Deftly providing data and analysis for review account representatives.

· Generated Quality (Monthly & Quarterly) feedback data 

· Provided documentation of Training Manual and SOP for all the clients at STR (India.)

· Interfaced with the various Account Representatives based in STRUS and STRUK for change in procedures, client updates and compliance issues.


Educational development
Pursuing Company Secretary; 2010 from the Institute of Company Secretaries of India
Bachelor of Arts; 2006 from Delhi University 
Diploma de langue in French language; 2006 from Alliance Francaise de Delhi
Certified Member of the International Association for Contract & Commercial Management; 2008
Technical Skill; MS Office Applications and All flavors of windows



PERSONAL DOSSIER

Date of Birth:


22 April 1985
References:


Available on Request
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