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RESUME

LAXMI RANI
Objective: 
                  Aspired for a new position one that will build my skills.

                  Add a chapter to my experience.

                  will help me to reach the highest pinnacle of my career.

“SYNOPSIS”
Carrying 18 years of rich and efficient working experience in office management and special projects.  Maintain the excellent communication skills, problem solving attitude and a high-level of confidentiality at work.  Extended profile carries the responsibility of successfully handling of Event Management, Travel Management and Diary Management.

LENGTH OF EXPERIENCE (18 Years):

Sales Administrator 

Duration of services: February 17th till now

Key Responsibilities in current profile:

Efficiently handling travel management which include all air booking, train booking, visa process, hotel accommodation, MOM, Agenda items, work on timelines by blocking diaries, pulling out monthly productivity of Groups, Quarterly, Monthly reports for Corporate production for the team and presentation to the higher management through Presentation and Pivots.  Handling Global Sales events in terms of blocking venue coordinate with event teams and participating hotels, handling team’s travel and monthly expenses, process of all invoices through finance and ensure timely payments. Prepare Customer Facing deck for all client to show they performance quarterly for all Directors / Manager for their meetings with client (All the data to be pulled from system and presented on PPTs).   

Intercontinental Hotels Group (I) Pvt. Ltd.
Corporate Office Gurgaon based

PA – Director of Commercial (DOC) SWA 

Duration of services: November 2010 till February 3rd 2016
Key Responsibilities in current profile:

· Efficiently handling travel management which include all air booking, train booking, visa process, hotel accommodation, airport transfers arrangements. 
· Organise conferences, meetings and sales events with internal and external clients, which includes the venue booking, invitation, RSVP, setup, cocktail dinner and beverages menu finalization. 

· Oraganising meetings, conference calls, webinars, taking minutes of the meeting and share with stakeholders and follow up on key points.
· Making travel budget and review on quarterly basis to be ensure to meet the travel budget.
· Regular checking email of self as well as Director of Commercial and revert within timelines.

· Collect information from all hotel’s performance in the region and compile the report for monthly performance calls. 
· Managing expenses of the entire team for their travel, mobile, meals, client entertainment on company’s software “Concur”. .

· Handle payment process which include the processing of various invoices for sales events, sales calls cab usage, tradeshows, festival gifts for corporate & travel agents and other departmental related expenses to ensure that the payment releases on time.  

· Provide the organization chart whenever any structural change happens to the senior management. Keep updating contact data base at all times.
Holiday Inn and Intercontinental
Pre-opening hotels of Eros Group in Mayur Vihar

E.A. to General Manager

Duration of Services: April 16th – November 2010

Brief Profile Previously: Worked with pre-opening hotel General Manager main jobs & responsibilities  were to handle staff budgeting, cost comparisons of various vendors, designing of hotel staff uniform with designers, temporary office arrangements for team, joining & onboarding of HODs, snagging with core-team, follow ups with Project on progress of site and lot of other co-ordinations like travel management, arranging conference calls with different regions, handling incoming and outgoing calls, taking minutes of meeting, keep attendance records, get salary releases from finance, maintaining attendance register, all reimbursement processing for core-team. 
The Imperial New Delhi
E.A. to Executive Chef
Duration of Services: 22nd October 2007 – 15th April 2010
Intercontinental The Grand, New Delhi
E.A. to Executive Chef
Duration of Services: 15th December 2006 – 21st October 2007
Shanghri-La New Delhi

Pre-opening hotels of Eros Group 
E.A. to VP Engineering 
Duration of Services: 24th April 2006 – November 2006
Goel Exports, Shakarpur 
Office Executive
Duration of Services: 19th April 2001 – 21st April 2006 
EQMS India Pvt. Ltd., Laxmi Nagar 
Office Executive
Duration of Services: December 1998 – March 2001  
Micron Systems, Lajpat Nagar 
Office Assistant 
Duration of Services: December 1997 – June 1998 
PROFESSIONAL QUALIFICATION:

· Two years Vocational Courses in Office Management & Secretarial Practice during intermediate schooling in 1996-1997.
· Typing Speed              :
50-60 W.P.M.

·  6 months Aviation and Hospitality Management form IIPS, Laxmi Nagar.

· 6 months Office Management and Secretarial Practice Course from Viveka Nand Mahila College, Vivek Vihar (Under the Two years Vocational Courses). 

· 3 months official training from ITI, Vivek Vihar (Under the Two years Vocational Courses). 

· 6 months Job Oriented Training Course from NIIT, Karol Bagh 
· 1 year Diploma in DCP (Computer Programming) from New Capital College.

ACADEMIC BACKGROUND:

· Bachelor’s Degree in Pass Course from Delhi University in 2000.
· Intermediate from C.B.S.E. Board in 1997.
· High Schooling from C.B.S.E. Board in 1995.
COMPUTER KNOWLEDGE:

Software Knowledge


:  MS-Office (Word, Excel, Power-Point), Photo Shop, 

MS Photo Editor, EMS-2002 (Export Program), Prolific, E-Persona (Attendance Software), Delphi, Javelin, Boxi, Concur.  

Windows Known


: MS-Dos, Win-98-2000, Window XP

Internet Knowledge


: Browsing & Downloading of Internet, Outlook Express, 
                                                              Google email and  MS-Outlook 

PERSONAL DETAILS:


Husband’s Name


: 
Mr. Parvinder Singh


Nationality



: 
Indian


Language Known


:
Hindi, English & Punjabi


Hobbies



: 
Traveling, Dancing and Listening to the Music.


Minimum time requires joining
:
30 Days 
REFERENCES



: 
Can be provided as per necessity. 
I hereby declare that information furnished above is true to the best of my knowledge.

                               








 Date: 12th January 2016
(LAXMI RANI RUHELA)                                                                             Place: NEW DELHI
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