ARC HANA Phone : 9156431605
SHIVA KUMAR Email : Archanashivakumar91@gmail.

com

WORK EXPERIENCE

Solitaire international Academy 2025 - 2026
Executive support

e Managed end-to-end center operations and daily functioning

e Supported Center Head and senior management in planning and execution
e Coordinated schedules, batch planning, trainers, and resources

» Handled official communication, escalations, and reporting

e Oversaw admissions, student records, CRM updates, and documentation

e Planned and executed exams, workshops, and internal events

e Supervised staff performance and ensured operational discipline

KV Creations - goa 2021 - 2025

Event Operations & Guest relations co ordinator

e Managed guest relations for high-profile events and projects

e Coordinated with event organizers, vendors, and internal teams

* Prepared detailed itineraries for guests, artists, and VIPs

e Handled on-ground coordination to ensure smooth event execution
e Acted as primary point of contact for guests during events

e Managed schedules, logistics, and last-minute changes calmly

* Ensured professional hospitality standards and client satisfaction




L'Oréal Professional India - MUMBAI/BANGALORE 2017- 2019

South Regional Technical Educator

» Worked directly with senior leadership and brand managers

» Coordinated 25+ large-scale events (on-stage & backstage operations)
e Planned schedules, travel coordination, and workshop logistics

e Conducted 150+ workshops and seminars across regions

* Acted as a key point of contact between salons, brands, and leadership
e Handled reporting, feedback documentation, and training records

e Supported cross-regional coordination and execution

PROLINE- DELHI 2016 - 2017

e Coordinated training schedules for multiple salon brands

e Managed communication with 200+ salon partners

e Assisted leadership in rollout of training programs

e Maintained structured training documentation and reporting
e Supported onboarding and skill development initiatives




