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Profile Snapshot
· A result driven professional with over “Four years” of rich and comprehensive experience in the areas of General Administration and Human Resource Management.
· Presently working with an “Automobile Industry” as HR/Admin.
· Experience in Facility Management, Recruitment Activities, Contract & Vendor Management, cafeteria Management, Guest house Management, Travel & Transport Management, etc.
· Adept in laying down the plans and execution of the same with proper integration among the sub-units in various organizations.
· Proficient in Employee Relation and Recruitment.

HIGH LIGHTS OF RELEVANT EXPERIENCE

Administration at Vistaprint Technologies Pvt Ltd:

Industry Type
: Printing company
Designation
: Sr. Facility Associate
Duration
: Sept’14 to till date
Location
: Ahmedabad
KRA’s
· Cafeteria services 

Step up entire new cafeteria services in Vistaprint.

Menu Planning ,Chair Food Committee Meetings,
Ensure Hygienic and High Quality products are served for employees

Maintain records on the Consumption Daily basis

Maintain inventory of the Cafeteria Equipment

Monitor the Manpower deployed and Cleanliness of the Cafeteria

Training the staff on the Hygiene 

· Transport services

Vendor Selection for the Transport services

Route Planning and ensured optimal utilization of the cabs

Chair Transport Committee Meetings

Clean and problem free cabs for employees

Maintain Trip Sheets for each trip on daily basis

Maintain Records of the cab and the Drivers 

Train the staff on the Road Safety

· House Keeping

Every day 2 site rounds are done one in the morning and the other in the afternoon

Maintaining records with snag reports or observations made during the rounds

Maintain inventory of the HK consumables

Monitor the Manpower deployed

Train the staff on the House keeping activities

· Guest House

Managing the Guest House Booking and adhere to the procedures

Visiting GH once in a week and Maintain records with snag reports or observations made during the rounds, GH is clean and maintained well

· Security 

Monitor physical Security operations, registers are maintained and updated on regular basis

Issuing the Car Parking Danglers, Checking on the basement parking space

· Vendor management 

Sourcing the Vendors, Conduct regular meetings with vendor and record MOM of the same

Coordinating with finance on the SAP Request and Payments

· Inventory 

Monitor and maintain records of the Inventory Stock of all Facilities area 

Preparing the List for the materials that has to be ordered on regular basis

· Office maintenance 

Up keeping of the entire Office, Pest control services, Indoor Plants

HR & Administration at General Motors Ltd:

Industry Type
: Automobile Industry
Designation
: Admin HR 
Duration
: Feb’13 to Aug’14
KRA’s
· General Administration: Monitoring for providing day-to-day administrative support. 

· Vendor Management: Coordinating & development of relations with the appropriate
Vendors. Verification and Clearance of vendors invoice.
· Guest House Management: Maintain the company guesthouse in best of condition with high occupancy. 
· Cafeteria Management: Managing canteen facilities around 1600-1700 persons per day
· Travel and Transport facilities :
· Pool cars: Managing pool cars for company VIP’s and other company requirement within the cost.
· Assigned Cars: Managing assigned cars for higher level employees
· Bus facilities: Managing bus fleet for employees transportation
· Hotel booking: Arrange accommodation for guest
· General Facilities: Maintenance and serviceability or modification of infrastructure, Provide facilitation as per the requirements of Employee, looking after Conference hall booking, Stationery, Housekeeping Functions, Security, Courier Services, Arrange Tea & coffee
Vendors for the staff welfare, Expertise in Making /renewing insurance policy (Non Life, i.e. office equipment and other assets) and other papers for availing insurance claims.
· BILL & AMC MANAGEMENT: Timely processing of vendor bills, follow with finance for payments, timely renewal of agreements, raising CAPEX, OPEX and coordinating with Finance & SCM.
· Vendor Management: Coordinating & development of relations with the appropriate
Vendors. Verification and Clearance of vendors invoice.
· IR Related : Preparing contract papers for new contractors or exiting contractors, taking care of statutory compliances as well as all other Legal Compliance. Deal with Unions and resolve the problems.
· Proficient in Employee Relations
HR & Administration at Tata Teleservices Ltd:

Industry Type
: Telecom industry
Designation
: Admin HR
Duration
: Feb’12 to Jan’ 13
KRA’s
· HR/ADMINISTRATION SUPPORT: Providing proactive, timely & efficient support to the circle in the areas of House Keeping, Repair & Maintenance, Stationary & Printing, Travel, Boarding & Lodging, Transport, Tea/ Coffee & Drinking Water, Lunch, Snacks, Pest control, Conference & Meeting, Communication, liaison with the Govt. & non Govt. agencies, FC/ Retail store coordination, adherence to policies & processes, managing employee exigencies
· SAFETY & SECURITY MANAGEMENT: Management of security services at all offices, stores & FC, maintaining proper record of access card, I cards & Laptop cards, Fire Compliance & conducting mock fire evacuation drills. Safety, Well Being and Health check up camp of employees, Hospital empanelment etc.

· EVENT MANAGEMENT: Arranging employee events/ meets & social get together, finalization of venue, menu etc. in cost efficient way

· INFRASTRUCTURE & CAPEX/ OPEX EXECUTION: Seating arrangement, Air conditioning, Lift, EPABX. Video Conferencing. Annual Budgeting & Execution of CAPEX/ OPEX with maximum optimization & providing cost effective vendor for same

· BILL & AMC MANAGEMENT: Timely processing of vendor bills, follow with finance for payments, timely renewal of agreements, raising CAPEX, OPEX and coordinating with Finance & SCM.

· ANALYSIS & REPORTING: Collating and analyzing various data (MIS) and utilizing the same for the benefit of the organization, scheduling the workflow, liaison between various departments within and outside the organization and functioning as an alert for the gray areas

· RELOCATION & TRANSFER OF EMPLOYEES: Negotiate and finalize quotations for relocation and transfer of employees inter & intra circle.

· COST SAVING DRIVE: Implement and save costs to the company under Travel expenses (Air/ Rail), Conference room expenses, Food & Beverage, Domestic car hiring/ Hotel expenses & Electricity Power

· CSR ACTIVITIES: Organize & facilitate vehicles and gift/ food distribution to orphanages, old age homes etc. 
Delta System & Software, Inc Baroda:

Industry Type
: Operations & HR
Designation
: HR
Duration
: Oct’08 to Jan’ 12
KRA’s

· Involved in the overall recruitment and sourcing process within the organization as per Company’s requirements. 
· Obtain the requirements and skill sets details from particular department and make out plan of action about the mode of Recruitment like contract hiring or permanent hiring. 

· Identifying potential sources for recruitments like Job sites, Newspaper advertisements, employees' referrals, e-groups, personal contacts, consultancy etc. based on available budgets.

· Posting Job advertisements on various Job sites, web portals, Newspapers and communicating the same to our consultants.

· Managed the Manpower Planning, Implementation of a new HR policies, Staffing, Recruitment & Attrition management while mapping hiring requirements.

· Actively involved in the Organizational development, monitoring Performance Management, 

· Liaised with senior managers to review organizational performance contributing towards the organizational goal and establishing Standard Operation Procedure across the organization to improve efficiency

· Handling the joining formalities along with preparation of full and final settlement, generation of Experience Letters, Relieving Letters. 
· Identifying training needs, organizing training programs, taking HR initiatives like (Birthday celebrations, Get together etc.) 

· Acquired basic knowledge of Provident Fund, ESI, and Gratuity act. 

· Actively involved in employee’s Salary preparation and breakup. 

· Liaised with consultants/vendors organizing interviews of short listed candidates to meet staffing required, also drafting appointment letters and offer letters and carrying out reference check of new employees.
· Providing pre induction training to employees to improve their efficiency and to familiarize them with the organization and job functions and managing the exit policies.

Professional Skills:

· Executive Presentation & Negotiations skills
· Budgeting, Forecasting, & Planning
· Expert in communication skills
· Great presentation and organization skills

· Proficient in two languages: English and Hindi
· Proficient in Employee Relations
Educational Details
	Name of Exam
	College
	Board/University
	Year of Passing

	MBA
	IGNOU
	 
	Perusing

	HRD (Diploma)
	Maharaja Sayajirao University
	
	2012

	B.Com (Commerce HR)
	Maharaja Sayajirao University
	Baroda University
	2010

	H.S.C (Commerce)
	Basil School
	G.B.S.E
	2006

	S.S.C
	Basil School
	G.B.S.E
	2004


Honors and Awards
· At TATA Teleservices Limited:
"Star of The Month" award for the month of April 2012
Professional Academic Credentials 

· Completed Level-1 IATA (International Air Transport Association) Course, Certified by IATA from Trade wings
Computer Proficiency
· MSOffice, Windows, Internet applications, SAP (front ending)
· Tally 9.2 with A+ grade (government certificate)

Personal Detail
Marital Status                    : Single

Nationality                         : Indian
Date of Birth

     : 23rd May 1987[image: image1.png]



