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Arifa Afroz
House No: 945, Road No: 14
Avenue – 02, Mirpur DOHS 


                                                    
Phone: +8801842333254
E-mail: arifa.afroz@gmail.com
Career Objective


I aspire to utilize my potentials through hard work and a management level position in an organization that offers extensive growth opportunities and the prospect of fully demonstrating my communication and interpersonal skills as well as my analytical and creative abilities.

CAREER SUMMARY:

Responsible for planning, development and implementation of all of the

Organization’s marketing strategies, marketing communications and public relations activities, both external and internal. Oversees development and implementation of support materials and services for chapters in the area of marketing communications and public relations. Directs the efforts of the marketing, communications and public relations staff and coordinates at the strategic and tactical levels with the other functions of the Organization.
Educational Background


MASTERS OF BUSINESS ADMINISTRATION 2006

Dhaka International University Passed with a 

CGPA 3.77 out of 4.00
Bachelors in commerce 2003

City College (Under National University)

HIGHER SECONDARY CERTIFICATE (HSC) 2000

Siddhaswari Girls College , Dhaka.

SECONDARY SCHOOL CERTIFICATE (SSC) 1998

Rajarbagh Police Line High School, Dhaka 

Employment History:
Renaissance Dhaka Gulshan Hotel [October 2019 to till now]

Manager Marketing & Communication (Head of Department)
I joined the Pre-opening Leadership Team, where my primary responsibilities included ensuring the formalized setup of all marketing communications channels and tools as per the standards stipulated by the Marriott Global Team and supervised by the Divisional and Regional Teams, including but not limited to digital marketing systems and plans as well as authentication of brand designed programs and collaterals for the property. As part of the leadership, I had to develop also the opening marketing strategy for the launch and initial year of operation and set the motions for their smooth implementation. As department head, my responsibilities were to develop the annual strategies and budgets for month-on-month campaigns that followed both global events and offers calendar for the brand chain as well as the national culture. On the execution level, my responsibility was to then ensure the optimized utilization of all physical and digital marketing communications channels and tools to derive maximized guest consumptions for each campaign, which included public relations, social media, web content management, event engagements, interactive marketing, advertisements, strategic alliances, sponsored communications, collateral dissemination, etc.
Responsibilities: 
· Development and implementation of the 2019 hotel marketing plan (F&B, Spa, Events and Rooms)
· PR and media management 
· Influencer Engagement

· Budget setting and expense tracking 

· Branding 

· Product launch

· Partnership and strategies agreements

· End- market implementation of corporate projects

· Photography and video

· Giveaways (marketing collateral) 

· Website development 
· Digital marketing (all social media including TripAdvisor | Booking.com | Expedia| Agoga) 

· Creative collaterals 

· Content Writing (all social media post by post)

· Advertising materials 

· Team management 
Dhaka Regency Hotel & Resort [June 2016 to October 2019]




Marketing & Public Relations Manager, Under Sales & Marketing
Responsibilities:

· Plan and execute print/web/online collateral and marketing strategies Communicate/negotiate with vendors

· Create and execute a strategic and comprehensive advertising and public relations plan, including media planning as well as creative/visuals

· Communicate with other managers/divisions to create and execute effective advertising and public relations plans

· Plan and execute press releases, press conferences, press briefings, press tours, and overall press relations

· Make the timeshare owners' newsletter (quarterly) as well as internal communications materials

· Supervise a Marketing Communications coordinator 

· Official spokesperson for local/international media interactions and serve as the key contact person from the hotel.

· Event related Press releases for National Daily Newspaper and publications to ensure appropriate publicity and PR Coverage for the hotel.

· Creative Artwork, PR & Events and promotional Graphic Design in the planning, implementation and monitoring of all advertising and promotional activities for the hotel. 

· Prepare Marketing Budget and following up.

· Translate brand strategies in to brand plans, brand positioning and go-to-market strategies. 

· Define customer segments, identify needs, prioritize markets, and drive insights across the organization into all areas of marketing and other related functions.

· Carrying out Brand Planning and Development, Advertising & Promotion, Market Research

· Implement activities including campaigns (print, web, social media, broadcast, etc.), events, corporate responsibility programs and sponsorship.

· Communicating with all types of media including press, television and radio channels, magazines, etc. 

· Oversee large teams across research & insights, strategy (customer, service provider, reputation), etc. 

· Provide leadership in strategic and operational planning with marketing, messaging, and go-to -market plans for products and services, channel partnerships, etc.

· Work closely with cross-functional leaders within and outside of marketing to ensure fit between company's core promise to the customer and the delivery of the product/service.

· Delegate responsibilities and supervise the work of several teams of mangers, assistant managers and executives providing guidance and motivation to drive maximum performance.

· Analyze challenging situations and occurrences and provide solutions to ensure growth.
Dhaka Regency Hotel & Resort [June 2010 – May 2016]
Public Relations Officer, Under Sales & Marketing Department 

· Planning, developing and implementing PR strategies

· Cooperate  with colleagues and key spokespeople

· Communicate with and answering enquiries from media, individuals and other organizations, often via telephone and email;

· Researching, writing and distributing press releases to targeted media

· Collating and analyzing media coverage

· Preparing and supervising the production of publicity brochures, handouts, direct mail leaflets, promotional videos, photographs, films and multimedia programmes

· Organizing events including press conferences, exhibitions, open days and press tours;

· Maintaining and updating information on the organization’s website

· Managing and updating information and engaging with users on social media sites such as Twitter and Facebook;

· Sourcing and managing speaking and sponsorship opportunities

· Managing the PR aspect of a potential crisis situation.

Internship 
EXPORT IMPORT BANK OF BANGLADESH LTD.

Completed three month internship program on the “Banking Practices” of Bangladesh.  

Responsibilities : 

Dispatch: Dispatch & receipt of letters Maintenance of ingoing and outgoing mail registers

Management of cash and cash items: Receipt and payment of cash and maintenance of cash items. Maintenance of cash book.
Administration & general services: Processing of leave, maintenance of leave record register, attendance registers stationary items, dead stock articles and concerned registers.  
Shaptahik 2000 [Contractual  2003-2005]
Worked as a Coordinator Assistant at the Eid Fashion issue              

Fusion Group of Company [January 2006-December 2009]
Sr. Executive (Admin)








Serving as a “Sr. Executive (Admin)”. With a responsibilities of maintain general office administration, support organizational and staff management.

Responsibilities:   
· HR/Admin is responsible for entire work of HR which includes recruitment & selection 

· Training & development
· Performance appraisal
· Employee retention
· Employee welfare
· Statutory compliance
· Liaison with Government officials etc.
· Administration activities like housekeeping
· Estate maintenance
· Security
· Looking after day to day office activities
· Record attendance and checking attendance register
· Recruitment process
· Salary increment counseling employees
· Preparing offer/appointment and various other letters and issue them to employees
· Studying performance of the employees and motivate them
· Taking in-house training sessions

Qualification:

· Comprehensive knowledge of Microsoft applications, including Word, Outlook, Explorer, Acrobat and Photoshop.

· Experience of the following industries: advertising, health care, educational services and public sector.

· Familiar with the media and communications industry and how it works.

· Developing a strategy for regional PR activity and events.

· Writing press releases and then submitting them.

· Excellent oral and written communication skills.

· Able to multitask and work on a variety of projects simultaneously.

· Can produce demand-generation content.

· Employing creative approaches to engaging with new and existing audiences.

Self-Assessment

Good interpersonal communication, negotiation  and observational skills 

· Ability to work under pressure 

· Innovation and dynamic 

· Quick at learning and good at adapting 

· Sincere and dedicated

· Enthusiastic and confident 
Personal Information:

Date of Birth: 

May 23, 1983
Nationality: 

Bangladeshi. 

Hobbies: 

Listening to music, reading book.

Marital Status: 

Married
Reference:

Mr. Shahid Hamid FIH
Executive Director 

Dhaka Regency Hotel & Resort
Cell 01713332577
Mr. Rafiqul Islam Mia 
Financial Controller 

Dhaka Regency Hotel & Resort

Cell 01713018434
__________________________

Arifa Afroz 

Public Relations Manager 

