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Objective
To achieve a self-motivating & responsible position in a progressive organization, resulting in enhancement of my skills & optimum growth of my organization.
Academic Qualifications
· Completed M.B.A (Financial Management) in 2011 from Bharati Vidyapeeth University, Pune and scored 65% (First class Division).

· Completed B.B.A in 2009 from Guru Gobind Singh Indraprastha University, Delhi and scored 74%.

· Schooling from Hans Raj Model School, Delhi (Affiliated to CBSE) and scored 83.4% in XIIth (2006) and 75.6% in Xth standard (2004).
· Diploma in Web Designing from F-Tec Institute, Delhi.

Work Experience
· Worked  with Resources Ltd. (Career Step Ltd.), since October 2013 till July 2014 as an HR COORDINATOR in the Admin Department performing following roles:
· Processes, Documentation, Business Control checks, audits etc.
· Event Management, organizing meetings, conferences, making travel arrangements and hotel reservations for guests & foreign delegates. 
· Liaising and coordinating with various departments within the corporate office and all Clients. 
· Taking the shortlisting from the clients and providing the details to the candidates.
· Assisting the candidates in Visa and ticketing after coordination with the client.
· Upkeep of office administrative facilities and ensure availability of daily miscellaneous requirements to provide harmonious work culture to employees. 
· Acting as info-hub for providing administration related information and supervising administrative activities like general admin, verification of stationery stock, petty cash, courier, florist, pest control, housekeeping, etc. 
· Specialization in handling back office operations, inter-office correspondence, confidential mails, quotations, monthly billing, cheques, etc. 
· Performing Entry & Exit formalities of Employees. 
· Taking the Handover from the Employees at the time of leaving the organization and providing the alternate contact nos. to the candidates.

· Worked with Nestle India Limited as a Sales Assistant - Organized Trade since January’2012 till September’13 and performed the following roles:

· Preparing daily, weekly and monthly MIS’s and PPT’s (Graphs, Charts, Pie etc) for meetings and effective planning purpose, data analysis.
· Extracting the data from SAP on daily basis and Preparing MIS of Daily Sales Report, Dashboard, etc in MS Excel (using Pivot Tables, V Lookup, H Lookup, Charts, and other Excel Formulae) on Daily, Weekly and Monthly Basis.
· Supporting the commercial in preparing the Bad goods report, Debit Notes compilation report for various accounts and updating the Budget Tracker for the various spends on categories.

· Taking care of administration work for Sales Team and support the VP in day to day operation activities, arranging to pay electricity bill, water bill, telephone bills, scheduling & arranging meeting, appointments, video conferencing and providing the information timely to concern persons. Taking care of couriers, fax, emails and other form of communication addressed to VP.

· Co-ordinate with all departments & collecting data, information from them. As a contact point attending phone calls and making outgoing calls. Checking & replying mails as per VP’s suggestion whenever required. Keeping records and maintain secrecy.

· Arranging & attending internal meetings, preparing & distributing MOM. Remind and follow ups proactively for finishing the work. 

· Handling the Filing, Documentation and admin work.

· Perform various other duties as assigned.

· Worked with Chartered Accountants’ Firm (Vineet Ojha & Co., Chartered Accountants), Janakpuri, New Delhi since June’2010 till January’2012 and was handling the following work. 

· Coordinating and interacting with the Clients regarding the data requirement. 
· Preparing MIS of DVAT, HPVAT, HVAT, PVAT, UKVAT, CHVAT and UPVAT returns  (Annual/ Quarterly / Monthly) for companies like Continental Automotive, Brakes India Ltd., Sundaram Finance Limited, Petronas Marketing, ABB Ltd., Indian Health Care, Nestle etc in MS Excel (using Pivot Tables, V Lookup, H Lookup, Charts, and other Excel Formulae) and then uploading the same on the respective websites.
· Preparing the Assessment Return in MS Excel of previous years of different states for the companies like Continental Automotive, Brakes India Ltd., Sundaram Finance Limited, D & M Premium Sound Solutions etc and generating reports on the Profit or loss after the Assessment.
· Also, Interpretation of results on certain level of activity to maintain higher level of efficiency

· Handling the Filing, Documentation and admin work.
· Keeping proper follow up of the monthly data to be received from the clients and other issues related to deposition of Tax, Queries in the data received, and any issues related to further requirements in the data.
· Sending periodic reports to the corporate offices of the companies.

· Well versed with Sales Tax activities.

· Preparing Challan for clients for depositing the Tax into their respective Banks.

· Perform various other duties as assigned.

Professional & Technical Skills

· Computer Language known: HTML
· Microsoft Excel

· Microsoft Word

· Powerpoint

· Microsoft Access

· Effective interpersonal and communication skills.

· Able to work as team player.

· Excellent organizational skills to reach the required deadlines.

· Able to manage all activities.

· Result oriented.

· Able to work under pressure and independently.

Achievements & Extra Curricular Activities
· Participated in Sports event in college (Basket Ball).
· Participated in International seminar on ‘new concepts and practices related to human behavior to meet the challenges of globalization effects’.
· MEMBER of organizing committee of the ALUMINI MEET organized by the Institute.
· COORDINATOR of organizing committee of the RAZZMATAZZ organized by the Institute.
· Participated in Group Dance in college fest RAZZMATAZZ.
· Participated in Group Dance in ALUMINI MEET.
Summer Tranings

· Did Summer Training at Standard Chartered Bank- Operations Department and prepared a project titled “Mortgage Documentation and Implementation of Six Sigma’s DMAIC Concept in Safe Custody”.

· Also, prepared a project titled “Personal Loans and its Processing at LPU Department, Standard Chartered Bank-Operations”.

Interests & Hobbies

· Interacting with people
· Listening to Music
· Travelling
Personal Details

Date of Birth

:
14th October, 1988

Marital Status

:
Married
Visa status

:
Husband’s Sponsorship
