	 
	 
	

	


	· PROFILE SUMMARY
	

	Career Objective: To enable and facilitate efficient administration and HR activity of any ‘people’ organization with a view to add value and improve quality of these processes through sincerity and attention to detail.


	· STRENGTHS
	

	

	· Oriented towards Continuous Personal and Process Improvement     
	· Time Management Skills

	· Excellent Interpersonal skills
	· Strong relationship management skills

	· Skilled  in leading-motivating-guiding team


	· Thoroughly geared up to multitasking along a broad bandwidth of tasks and being pro-active


	· QUALIFICATIONS
	

	

	MHRM(Masters In Human Resource Management), Annamalai University, Tamil Nadu, India

	

	BSC (Bachelor of Science), Christ College, Bangalore, India

	

	
	

	· EXPERIENCE SNAPSHOT
	

	
	

	Admin Manager(South)
	Dec 1999 – July, 2009

	Wizcraft International Entertainment Pvt Ltd., Bangalore, India
Wizcraft is one of India’s leading Communication and Entertainment Company, integrating strategy, creativity and technology to provide Interactive Entertainment & Event Solutions to a global audience. Within two decades of its genesis in 1988, Wizcraft has established a client base that includes over 500 of the largest Multinational and Corporate Houses across the world including Microsoft, IBM, Compaq, Samsung, Coca Cola, Pepsi, Sony Entertainment Television, IDEA Cellular, Zee TV, MTV, Bacardi, Gillette, Audi, Standard Chartered, Nokia, Cognizant Technologies and Wipro.

The pioneer of many extravagant and mesmerizing events, Wizcraft has been instrumental in shaping the event management industry in India. Wizcraft is the only company to invest in high-end event/ production infrastructure. This enables the company to provide state-of-the-art Sound, Lighting & Lasers, Video, Décor & Webcasting facilities at par with the best in the world. With the two umbrella divisions of Communication and Entertainment, the company integrates its specialized divisions to create unique and powerful mixes of brand communication and positioning.



	Facilities Manager( South)
	Sep,2009 – July,2015

	DDB Mudra Group, Bangalore, India
The DDB Mudra Group, a part of the Omnicom/DDB Worldwide Group, is India's largest integrated marketing communications and services network. DDB Mudra Group comprises three agency networks and six specialist agencies and eleven strategic business units which offer their expertise under four disciplines (Media, OOH, Retail and Experiential). 

Its scope of services run the gamut through Advertising, Media Planning & Buying, Digital & New Media, Data-driven Marketing, Health & Lifestyle, OOH, Retail Design and Visual Merchandising, Navigation Solutions, Experiential Marketing (Promotions, Events, Rural), Trade Marketing, Youth Marketing, Localization Pre-Media Services, Content Creation, Strategy and Design Consultancy.
HR & Office Manager                                                                                                                   Jan,2016 – Till date

Red Event Services L.L.C, Dubai

	RED Event Services L.L.C. specializes in event production services and implementation of custom made entertainment programs. In keeping with changing corporate culture, our team is divided into: Creative Conceptualization & Design Execution and Management Production RED believes in the professional advancement of new technologies, made available to meet the ever-changing requirements of our client’s artistic challenges. By offering pre-production as well as production expertise, we bring technical competence of all facets of event management.

HR:

· Recruitments

· Lining up candidates for interviews 
· Taking interviews and short listing candidates.
· Creating reports on weekly, monthly and need basis.
· Placing ads on job portals for the job vacant.
· Co-coordinating with Typing center on Visa processing.

· Orientation programme
· Documentation of the employee details.
· Employee attendance

· Casual  leave/Sick leave/Annual leave

· Exit interview

Facilities Management:

· Negotiated and fi nalised for the best Du plan for the entire team.
· Proposed the online facility management & HR system. In the process of implementation.
· Asset Management

· Documentation

· Vendor LPO & Payments

· Office Infrastructure

· Inventories

· Annual Air tickets

Other  additional responsibility handled:
· Helped the client servicing team on the ADA Event

· Handled Site office for the ISNR event in ADNEC, Abhudhabi from 27th Feb, 2016 to 17th March, 2016 & co-ordinated & procured requirements for the event.


	· ACHIEVEMENTS & 
	AWARDS



	· Awarded as wiz 2007-2008- All-rounder on Multitasking
· Awarded as wiz 2008-2009
· Implemented and initiated facility management online which was named as FM Ki Duniya. Ensured the team does all transaction through this portal and adheres to policies and processes.
· Extensive exposure to a wide plethora of Administrative functions.
· Instituted procedures that improved office operations.


	


	· AREAS OF EXPERTISE
	

	Facilities
· Facility management and travel desk management
· Inventory and asset Management
· Operations Management
· People Management
· Estate & Landlord Management
· In-house customer Management
· Health & Safety Management
· Internal event Management
· Travel & Hospitality
· Property & infrastructure Management
· Time Management
· Documentation
· Budgeting & cost optimization
· Vendor Management
· Negotiation
· Process, policies, procedures
· Statutory compliance Management
· CAPEX & OPEX Management
· Dispatch Management 
· Security Management



	



	PROVEN JOB ROLE
	

	Administration– Wizcraft International Entertainment Pvt Ltd., Bangalore, India.
· Customer support activities
· Event and Client Visit Management
· Implementation of office expansion plan
· Employee relationship management
· Travel profile management
· Administration of –BTA(business travel account)
· facility & Infrastructure Management
· Centralize Housekeeping activities 
· Travel Desk – Efficient management of corporate travel & Hospitality (inbound and outbound) 
· Staff Welfare, pantry and hospitality activities – provide quality of life and manage expectations and employee relations
· Corporate guest house management
· Library management
· Inventory and Asset Management
· Budget Management – Cost effective use and planning of funds to support all functions.
· Vendor relationships – analyze vendor contracts, AMC, catering, office supplies, office purchases, service providers.
· Parcel Management – Mailing, shipping, cargo.
· Mentoring and grooming and direct management of administration support staff.
Human Resource:
· Mentoring and grooming and direct management of administration support staff.

· Maintenance of attendance leave status, overtime, personnel file of regular employees & contract employee and coordinating on the same with the Head Office.
· Preparation of Offer Letter, Joining Report, Appointment Letter, and Induction Program for new recruits, Exit interview and full & final Settlement formalities.
· Maintenance of performance appraisals (half year & annual reviews). 
· Staff Welfare-Anniversary Celebrations, Birthday celebrations, Occasions 

· Maintenance of Employee database.

· Co-ordination on Mediclaim for the Employees. 

· Offsite planning, organizing for the internal conferences/internal events   etc..,
Recruitments:

· Lining up candidates for interviews 
· Following up with the candidates 
· Coordinating with candidate for interviews. 
· Creating reports on weekly, monthly and need basis 
· Placing ads on job portals for the job vacant.
ADDITIONAL RESPONSIBILITIES:
· Handled Travel, Hospitality, Artist Management and back stage Management for various events like:

· Jack Morton,
· AP films,
· Asipac, 
· Asianet Sitara Awards, 
· Swamiji Event, 
· IBM Software Universe,
· IBM Rational Software,
· BIAL, GHIAL, 
· Tien’s,
· FFE minerals -Annual Day,
· ANZ- annual Day etc.,
· Handled site office for IIFA 2008 in Bangkok.



	Facilities Management @ DDB Mudra Group, India
· Financial Measures: Prepare annual budget - Anticipate costs and ensure they are within budgets in the region; Identify areas to control OPEX and save costs - Cost control e.g. Electricity, Stationery etc; Vendor Management - Maintain database of vendors, Negotiate, Compare rates, Re-negotiate AMCs, find ways to optimize and save costs.
· Internal Customer: Meet Internal customer requirements – Monitor and ensure timely delivery during the life cycle of employees e.g. Visiting Cards, Access cards, Reliance connection, Work station, Ensure the team arrange cabs /accommodation as per the TR;  Coordinate with internal teams i.e. I.T and LLC - Problem Resolution management; Voice of Customer (VoC) - Monthly Reviews with Business heads
· Process / Compliance: SOP/Process flow: Process flows region specific e.g. Guest house, travel, dispatch etc; 

   Facility Management: Policy Manual-Ensure the team adheres to policies and processes; 

   Compliance: Ensure that the location is compliant e.g. Shop & Establishment Act, Annual Maintenance      contracts etc; 
   Documentation / Billing:  Ensure contracts are signed involving the commercial team.

   Prepare POs, payment processing as agreed with finance, MIS

· People Management: Retain and Develop talent - Review performance of team and create succession plan. Proactively plan for attrition; Mentor high potential staff -Training as per the training calendar.

PROJECTS:   
· Local travel Pan India- Champion a project across all locations, challenging status quo which result in improvements and efficiencies which equals to cost optimization.

· Implemented and initiated facility management online which was named as FM Ki Duniya. Ensured the team does all transaction through this portal and adheres to policies and processes.

· Handled Travel and Hospitality for Goa Fest, 2010.

	 
	

	



	· IT SKILLS
	

	· Well versed in windows platforms, MS Office-Word, excel, power point; outlook, internet, e-mails.


	· PERSONAL DETAILS
	

	

	Nationality 
	:  Indian

	Date of Birth
	:  11th September 1977

	Marital Status
Language Known

Hobbies


	:  Married
: Malayalam, Hindi, English, Kannada, Tamil

: Painting, Tanjore Painting,Metal embossing, Pot pointing, fabric painting, Oil painting 
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Samyuktha  


� HYPERLINK "mailto:Samyuktha.284439@2freemail.com" �Samyuktha.284439@2freemail.com� 	  
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