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Objective:
To work in professional and challenging environment where there is wide scope of learning and growth which enable me to set high standards of efficiency.

           PERSONAL SKILLS:
· Handling Administration/HR activities efficiently.

· Ability to adopt myself to varied and different fields.

· Willingness to learn
My Strengths:
· 9 years of experience in the fields of Administration
· Significantly contributed to sound Administration, Effective Management, and Cost Control for the organization.
· Flexible, logical and proactive approach

· Calm, professional and positive approach.

Qualification Details:
B.Com - Bachelor of Commerce at University of Madras during the years 1999 – 2002

MBA  - Specialization HR – University of Madras 2007-2009.
HDCA - Honors diploma in Computer Application 2002-2003.
MLM -  Masters in Labour Management pursuing 2nd  year in Madurai Kamaraj University.
WORK EXPERIENCE:

Nov21st  to till date: Working in SM+D Interiors LLC Dubai as a Admin Executive.
Taking care of Entire Gamut of Administration.
Dec2011 to Nov16th 2015: Worked in Lenox tools India Pvt. Ltd., (Newell Rubbermaid) as a Admin Executive.

JOB RESPONSIBILITES:
Administration:

· A dept at managing day-to-day activities of all aspects of Facilities and Administration, generally covering Security, Housekeeping, Staff Transport, Travel, Electrical & UPS maintenance, Cafeteria Management, Vendor Management, Sourcing and procurement.
· Assisting cross-functional teams in business expansion plans

· Ability to get the vendors to deliver as per SLA

· Able to manage a team of 8 -10 contract employees

· Ability to communicate appropriately with staff, with peer-level and with senior management when dealing with day-to-day affairs

· Provide effective workflow management for the team

· Office communication related –towards Telephone and Mobile / Data card communication

· Scheduling Monthly Business Strategy meet. Participate and share Minutes of the meeting to all participants.

· Maintaining the vehicle log sheets

· AMC for A/Cs and EPABX, Bills processing, Petty cash management.

· Purchase materials by obtaining requirements, negotiating price, quality, and delivery, approving invoices.

· Acquire & maintain a proper merchandise assortment related to the office requirements items while ordering & handling the related costs.

Travel Management:

· Air(Domestic/International) & Visa Processing
· Car Rentals & Company car Booking

· Hotel & Accomdation
Statutory Compliance:
· Coordination which includes License procurement, Periodic Renewal of license, coordination with consulting agents.

· Periodic visit towards submission of documents related to Inspector of Factories and Pollution Control Board & Municipal Corporation etc.,

· Organizing Forex services as per requirement.

HR related:
· Tracking the attendance records and sending the report to HR RM.
· Maintaining the Leave card and documenting extra working hours of factory employees.

· Providing information on leaves availability to an employee on demand.

· New employees Joining kit preparation which includes organizing the relevant resumes, fixing interview meet, After joining – organizing Uniforms, Stationery, Mobile connection, data card connection etc as per requirements.

Accomplishment:

· Excellent coordination with all department staffs and employees.
· Systematic and continous development in all aspects.

· Improved employee relations & teamwork

· Appreciation received for the successful launching &Opening ceremony of the new weld centre.

July 2008 to Dec 2011: Worked as a Admin Executive in AmaraRaja Batteries Ltd.,
JOB RESPONSIBILITIES :
Managing the entire Admin operations.
· Monitor & Control of Security Guards, CFA staff, Housekeeping, Courier.

· Appointing suppliers for Stationary, Office Automations, and In-house requirement.

· New joinee facilitation

· Travel Agent (Cab & Ticketing – Air, Bus, Train), Hotels.
· Track and indent on Purchase of Stationary, office items etc.,

· AMC Details & MIS Preparation

· Bills Verification Vouchering Documentation/ Communication Break down.

Travel:
· Ticket booking (Flight, Train & Bus)

· Hotel Room booking

· Cab booking

· Assist Executives traveling into the respective branch in local travel and lodging

HR related:

· Maintaining Attendance and Leave Records of Employees.

· Taking care of Joining Formalities and Relieving formalities.

· Co-ordinating with HR for the Campus Recruitment.
Office Equipments:
· Identifying AMC required equipment’s and negotiating the same with Contractors

· Preparation of AMC budget and proposals

· Reporting to contractor for any faults in the equipment.

Dec 2004 to July 2008:
  Worked as a Client-Coordinator.

KAYA SKIN CARE LTD., Chennai (MARICO GROUP COMPANY)

JOB RESPONSIBILITIES:
· Screening telephone calls, enquiries and customer’s requests handling.

· Organizing a diary and making appointments for customers.

· Dealing with incoming e-mails, faxes and other correspondences.

· Using a variety of Software Packages to produce daily correspondences, documents, spreadsheets and databases.

· Ordering and maintaining Inward Stock Register and equipment supplies.

· Ensure that the proper staffing is maintained and the scheduling of shift is done as per the norm and requirement

· Manage and controls the inventory for the clinic.

· Responsible for preparing month end reports and sending to H.O

· Invoicing, collection of payments and making Daily Transaction Reports at the end of the day.
· Maintaining a petty cash system.

· Training the team members on the job

· Achieved the budgeted sales target month on month

TECHNICAL PROFICIENCY:
TYPEWRITING - HIGHER & LOWER

LANGUAGES KNOWN:
English, Hindi, Tamil & Telugu
PERSONAL INFORMATION:
Date of Birth        : 27th June 1981

Marital Status       : Married

Husband Name    : Rupesh C.G

Occupation          : Marketing Manager (Samsung, Chennai)
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