	                                                             S.MADHAVAN

	Contact Info

	Address
	:
	Flat 101, SAI GOKUL, 2-2-647/79, CENTRAL EXCISE COLONY, Bagh Amberpet,

HYDERABAD- 500013, Andhra Pradesh, India. 

	Telephone No.
	:
	91- 040- 27405386                                            Mobile No. 9963584717

	Email
	:
	madhavan351@gmail.com
	 srinimadh1351@yahoo.co.in

	Personal Particulars

	Age
	:
	61 years 
	Date of Birth
	:
	01 Mar 1951

	Nationality
	:
	Indian
	Gender
	:
	Male

	Permanent Residence
	:
	India
	 Religion: Hindu      Mother tongue: Tamil     

Other languages known: Hindi, Telugu

	Highest Qualification

	Level
	:
	MBA/PGDBA/PGPM or Equivalent
	Grade
	:
	 B/2nd Class Upper

	Field of Study
	:
	Marketing
	

	Major
	:
	Marketing, Advertising, Sales

	Institute / University
	:
	Bhartiya Vidya Bhavan, New Delhi

	Located In
	:
	India
	Graduation Date
	:
	May 1981

	Last Employment

	1. 

Organization’s Name
:

ICFAI UNIV.PRESS

Position Title
:

Sub-Editor (books)

Specialization
:

Journalist/Editor

Industry
:

Printing / Publishing

Date Joined
:

Jun 2006

Date Left
:

May 2009


	Top Skills

	Skill
Years
Proficiency
written/spoken communication skills, computer operation

>5

Advanced

Branch Administration

>8

Advanced

PR/liaison

>5

Advanced

Sales and Marketing

>5

Advanced

Clerical/Secretarial (steno, audit, accounts

>5

Advanced

Language/content editing

4

Advanced



	Languages Proficiency (0=Poor - 10=Excellent)

	Language
Spoken
Written
Tamil

10

10

Hindi

10

10

Telugu

6

0



	:

Availability
:

Immediate


	

	Job Location preferred: Hyderabad

Qualifications: Academic: Commerce Graduate from the University of Delhi;
Professional: P.G. Diploma in Management from Bhartiya Vidya Bhavan, New Delhi 


Jobs Profile


Internal/statutory audit/accounts                                                                   

>1 year
Steno/Secretary  Sales Accounting/Administration/Coordination                 

>10 years

Marketing/Sales (industrial & corporate products/PR/Liaison, Branch Administration (cost/credit control, inventories) sales back office  support functions        

>14 years

Content /Technical writing/editing                                                                  

>4 years

Self employed                                                                                                

  6 years

Positions held: Audit Assistant, Stenographer, Sr. Office Assistant, Personal Assistant, Content Writer, Technical Editor, Sales Representative, Sales Executive, Area Manager, Business Development Manager and General Manager.

Industries Served: Firm of Auditors, Electronics, Foreign Trade, Microbiological/food ingredients, engineering (welding, press tool), domestic products, MICR consumables, Consumables for Engineering, Consultancy and animation industries, turnkey construction, major Educational institutions, software development .

Tasks handled

Secretarial, Sales Accounting/Documentation, identifying, prospecting and presentation of products including plant level demonstrations, sales promotion, branch administration (including staff selection and training, controlling debtors and accounts including inventory), sales back office support functions comprising preparation of RFQs/RFPs, interacting with customers apprising their order positions and seeking payments, advising customers with dispatch particulars besides attending to general enquiries, liaising with statutory authorities and complying with statutory formalities, co-ordination within the organizations at various levels as well as outside agencies, self correspondence, counseling students/employees for the educational programmes being conducted in association with one of the Universities, interact with HR and project personnel of organizations, heads of engineering and PG colleges for sponsorship of their employees/students of final year engineering and PG courses for pursuing projects as part of their curriculum besides rendering mini projects on electronics, telecommunication as well as information technology sectors, content writing, rewriting, editing and translation job works as freelancer working from home. 

Skills

· Good command over spoken and written English + excellent vocabulary and comprehension skills.

· Knowledge of computer operation with internet/e-mails with aptitude to acquire additional skills within the short timeframe.

· Good personality with pleasing manners and attitudes to interact with people at all levels.

· Aptitude to achieve the set goals within the specified timeframe.

· Flexibility to undertake any type of jobs entrusted with zeal to accomplish.

Achievements 1. During 1983-1995 -- Accounted for business worth >Rs.40 lakhs worth capital equipment.

                         2. Achieved 20 times the volume of business over 9 years.
                         3. Achieved 85% market share within6 months of establishing branch office in a neighboring state.


Previous Employment: Between December 2004 and May 2006, worked as Editor with an Indian business accounting software development organization in their ERP (Enterprise Resource Planning) Documentation Wing and the job involved editing user manuals composed by a team of technical writers. 
Previously, worked for a couple of months with certain software cum website developing organizations to develop contents for the websites being developed by them.


Family Background

Hailing from a good and respectable South Indian family, settled in Hyderabad since 1984 with own accommodation. Father was Administrative Manager with an American philanthropic organization existed till 1971 to provide grant-in aid fellowships to doctors and agriculture PGs to pursue doctoral programs in US.

Family structure: Wife, a daughter and a son.

 S. Madhavan

___________________________________________________________________________________________________


