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PROFESSIONAL SUMMARY 
Results-driven professional with 10+ years of diverse experience across Executive Administration, CEO Office Management, Corporate Communications, Relationship Management, Content Strategy, and People Operations. Currently serving as Sr. Administrative Officer to the CEO at Aditya Group India, driving executive operations, stakeholder management, internal communications, employee onboarding, and strategic initiatives. Previously managed a ₹45 crore HNW client portfolio at HDFC Bank and led SEO-driven content and educational publishing projects at Testbook Edu Solutions. Currently pursuing a PhD in Leadership and Corporate Performance, bringing a unique blend of business acumen, analytical thinking, communication excellence, and organizational leadership.
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PROFESSIONAL EXPERIENCE 
ADITYA GROUP INDIA 
Sr. Administrative Officer to CEO | Dec 2025 – Present 
Executive Administration & Strategic Support
· Calendar & Operations: Managed the CEO’s complex calendar, high-level meetings, and travel logistics, optimizing time allocation for critical corporate initiatives.
· Executive Liaison: Acted as the primary point of contact and liaison between the CEO, leadership team, board members, and external stakeholders.
· Project Governance: Coordinated cross-functional projects, prepared executive-ready presentations, and tracked critical action items from conception to successful execution.
· Data & Reporting: Maintained MIS reports, performance dashboards, and executive meeting minutes to facilitate data-driven decisions and leadership alignment.
Internal Communications & Culture
· Corporate Newsletter: Designed and published the monthly corporate newsletter, collaborating with department heads to highlight business achievements and employee milestones.
· Change Management: Drafted and circulated company-wide announcements, leadership messages, and policy updates, ensuring organizational clarity and brand consistency.
· Employee Engagement: Spearheaded leadership town halls, recognition programs, and internal events to drive morale and foster a positive workplace culture.
People Operations & Onboarding
· End-to-End Onboarding: Managed the full lifecycle of the employee induction program, coordinating across HR, IT, and admin to ensure seamless new-hire integration.
TESTBOOK EDU SOLUTIONS PVT. LTD. 
Content Writer (Remote) | Jan 2023 – Sept 2025 
· AI-Enhanced Strategy: Leveraged AI tools alongside SEMrush and Google Analytics to design hyper-targeted SEO content strategies, driving higher visibility and search rankings on WordPress.
· UGC NET Expertise: Oversaw the end-to-end development of high-performing educational content and UGC NET preparation material spanning 10+ major subjects (Commerce, Management, HRM, etc.).
· National Education Reporting: Monitored and published nationwide teaching sector news, policy shifts, and updates, keeping the academic community informed in real-time.
· Data-Backed Optimization: Performed routine competitor audits and strategic keyword mapping to optimize existing content assets and capture new search volume.
· Scale & Quality Control: Directed proofreading, editing, and QA protocols to ensure flawless execution across high-volume daily publishing schedules.
HDFC BANK LTD. 
Preferred Relationship Manager | May 2015 – Jun 2021 
· Portfolio Management: Commanded and scaled a diversified High-Net-Worth (HNW) client portfolio valued at ₹45 Crores, consistently maximizing wallet share through tailored wealth management and financial solutions.
· Relationship Building & Retention: Nurtured long-term stakeholder relationships, driving client retention and acquiring high-value references to grow the Asset Under Management (AUM) base.
· Revenue Generation: Exceeded aggressive revenue targets, cross-selling high-value insurance (Life/General), mutual funds, and structured products, earning multiple Top Performer & Sales Excellence Awards.
· Leadership & Mentorship: Mentored and upskilled a team of new associates on product knowledge, sales pitches, and service quality, boosting overall team productivity by accelerating their time-to-market.
· Compliance & Operations: Ensured strict adherence to internal banking guidelines, RBI regulations, and IRDAI norms across all client transactions and documentation.
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EDUCATION 
· PhD (Ongoing), St. Xavier’s University – CEO Narcissism, Strategic Risk Taking and Corporate Financial Performance 
· PGDM, Balaji Institute of Modern Management (Marketing) – 76% 
· B.Com., Symbiosis Institute of Arts and Commerce – 71.9% 
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CERTIFICATIONS 
· UGC NET – Management (Dec 2022) 
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KEY SKILLS 
Executive Administration • CEO Office Management • Internal Communications • Corporate Communications • Employee Onboarding & Induction • Stakeholder Management • Strategic Coordination • MIS Reporting • Content Strategy • SEO • Google Analytics • SEMrush • WordPress • AI Tools • Relationship Management • Leadership Support 
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ACCOMPLISHMENTS 
· International Research Presentation: Selected to present original research at the prestigious ROGE Conference 2023 hosted at Saïd Business School, University of Oxford.
· Editorial Excellence Awards: Recognized with multiple content performance honours, including the "Rising Star" and "Ms. Consistent" awards, celebrating exceptional writing quality, output velocity, and creative strategy.
· Top-Tier Sales Performance: Ranked #1 for insurance sales volume within the cluster during the 2015–16 fiscal year, outperforming targets through strategic client profiling and high-velocity conversion.


