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· Summary

Human Resource, Admin and finance Executive experienced in facilitating support services and office management and able to coordinate multiple tasks, interpersonal and consensus building skills, ensures accurate and consistent application of all organization policies and procedures, working with all business units committed to team success. Provide customer service, interpersonal relations and negotiation skills and Accounts payable and receivable, also Budget Planning .Ability to quickly absorb the development needs and perform the job well in the given time frame.
· Professional Experience:
Jco Gas Pipe Limited 
Assistant Manager - HR & Admin cum Executive Assistant to MD    










(Since Aug -2013 to Feb 2015)
Human Resources & Office Admin Duties:  

·   Organizing induction programs for new staff like staff benefits, attendance policy, travel policy & mediclaim & insurance policy.  Handling Employee Database (Both in Soft Form and Files Management) Confirmations, Performance Appraisals, Performance Management Exit-Interviews Full and Final Settlement.

· To maintain all HR and personnel records in line: Leaves and Attendance Management, Update all HR reports Monitor and report on time keeping etc.. Feeding back to relevant parties if and when there are issues to be addressed in these areas.   
· Coordinating all clerical staff & utilizing office equipment effectively. Maintaining office equipment & arranging any repairs or replacements. Conducting Vendor /suppliers meetings and also monitoring their performance periodically.
· Arranging all travel and accommodation arrangements for staff. such as facilitation of Visa, Travel Insurance, Invitation letter etc. Managing corporate events / seminars / suppliers conferences, also organizing  all necessary arrangements for the events with  effective utilization of funds & resources.

· Handling staff recruitment: - Properly maintaining employee records and handling all new hire procedures, including a vast knowledge in new hire and termination procedures.  Participates in recruitment effort for exempt and non-exempt personnel; screening applications, as well as coordinating and conducting interviews for exempt and non-exempt personnel.  
Job Responsibilities as an Executive Assistant to MD    
· Follow up with Head Office & Plant's staff members for the pending issues & present issues and also update the report to management. Provide feedback to the relevant Persons / Department for necessary action on the related matters.
· Arranging all travel and accommodation arrangements. 
· Planning and organizing meetings / events / conferences for any special requirement.
· Correspondence on behalf of Managing director / Chairman to the relevant party.

· Monitoring Director's company credit card and processing for payment.

Source Direct Group (liaison office of Shop Direct Group, United Kingdom)
       

HR Admin & Finance Officer.





(Since Nov 2004 to Mar 2013)

Performs all the Finance and administrative day to day function:

Human Resources & Office Admin Duties:  
·     Organizing induction programs for new staff like staff benefits, attendance policy, travel policy &   
mediclaim & insurance policy. 
· To maintain all HR and personnel records in line: Update and submit all HR reports that are required for India Office. Monitor and report on time keeping, attendance etc. on India Office.Feeding back to relevant parties if and when there are issues to be addressed in these areas.   
· Coordinating all clerical staff & utilizing office equipment effectively. Maintaining office equipment & arranging any repairs or replacements. Conducting Vendor /suppliers meetings and also monitoring their performance periodically.
· Arranging all travel and accommodation arrangements for staff. such as facilitation of Visa, Travel Insurance, Invitation letter etc.Managing corporate events / seminars / suppliers conferences, also organizing  all necessary arrangements for the events with  effective utilization of funds & resources.
· Handling staff recruitment: - Properly maintaining employee records and handling all new hire procedures, including a vast knowledge in new hire and termination procedures.  Participates in recruitment effort for exempt and non-exempt personnel; screening applications, as well as coordinating and conducting interviews for exempt and non-exempt personnel.                                       

Accounts Payable
· Prepare periodic (monthly/quarterly/annual) reports reflecting the financial result of the Delhi office such as Bank reconciliation, country template, shipment reports statistic and commentary.
Bank and petty cash records maintenances, reconcile and Management of funds .Examine all invoices  & expense Claims to ensure they are in line with expectations and budget and also comply with company before arranging Settlement.

· Arrange payment including preparation of  payment voucher, charging relevant account and informing relevant personnel of payment

· Tax Declaration and computation TDS  (Tax Deduction at Source) – deduct tax from payments made to service providers such as courier, contractors/subcontractors, landlord (rent) printing, taxi services etc. 
· Management Reporting:-Prepare periodic (monthly/quarterly/annual) management reports reflecting the financial result of the Delhi office Monthly  Reporting -accurate accounts data, every period as per the Country Template etc.
· Assist in preparation of Delhi office Annual Financial Budget.  
Also Participate in two Seminars ( in Singapore & Srilanka)  : Conflict management & effective communication. HR & Financial accounting training in Bangkok.        
OSWAL OVERSEAS LTD. (Sugar Division) New Friends Colony, New Delhi.
       

PA to Vice President/ Managing Director.




(Jan 2003 to Oct 2004)
· Office Administration. Correspondence with the Customers. Handle customer’s queries and complaints.
· Updating Official documents.                                                                                                                                      

· Academic Qualification:
· MBA  From Amity, (3 Yrs course)




 (Year 2008-2011)

     
    
Noida, India
· M. Com 







   (Year 2014)




 IGNOU
· B. Com 







               (Year 2001)




Delh University
· Diploma in Secretarial Practice from, 

             


 ( year 2000)



Vidya Institute,  New Delhi 
· Proficiency in all Microsoft Office programs (Word, PowerPoint, Excel, and Access) 
· Personal Details 

· Date of Birth:
January 26, 1981 

· Sex:

Female

· Marital Status:   Married
· Languages Known: English, Hindi, Punjabi, and Kumauni.
I hereby declare that all the above- mentioned information is true to best of my knowledge. 









