
TAMANNA 
Tamanna.358930@2freemail.com
OBJECTIVE
To learn at every stage of my life and achieve excellence in whatever I do with my sincere efforts and to act as a catalyst to the success of the organization. Have tenacity to beat odds and always strives for improved performance. Equipped with great ability to put innovation, perseverance and interactively work with team.
SYNOPSIS

A dynamic Administrator with over 12 years of experience in all administrative and customer care & coordination parameters
Proficiency in handling Vendor Management and Employee Management
Capable of handling the employees efficiently and facilitate them with the available resources and cost effectively
A good team player with strong communication, interpersonal and relationship management skills
My long-term ambition is to build further expertise in my chosen field and to add value to corporate at the Strategy level.

CORE COMPETENCIES

Administration
· Interfacing with management and heads of department for implementing Admin related policies & procedures in line with core organisational objectives.

· Recruitment of Vendors for various facilities in an organised and cost effective manner keeping in mind the benefit of the organization first.
· Handling of Housekeeping & Security services manpower efficiently. Looking after their grievance handling, personnel/family counselling thereby instituting measure for reducing absenteeism and attrition
· Taking required decisions and actions in the benefit of the organization.
ORGANIZATIONAL SCAN
Jacky’s Group of Companies
May’15 to Present
Jacky’s Electronics ; Dubai ; UAE
Designation:

HR & Administration Officer
Responsibilities:

Managing end to end process included in HR department.

· Taking care of pre/post joining formalities which includes Offer letter Issuances, document collection/Quotation, Approvals/Entry permits. Employment visa/medical/visa stamping etc.

· Taking care of employee ticketing/salary revision/employee grievances.

· Taking care of employee resignations/cancellation procedures.

· Health Insurance/Life Insurance, maintaining database,validating credit & debit note and sending to various departments accounting for ledge purposes.
· Developing policies and directing human resource activities and ensuring effective information flow and that resource are employed efficiently through a business.

· Handling of entire Admin responsibilities for 10 outlets; 3 warehouse and 2 offices.
· Recruitment of Drivers and Helpers for the offices and warehouse and making their rosters.
· Handling a Fleet of 50 vehicles (renewals, registrations, buying – selling, RTA fines, Insurance, SALIK – Recharge and Report management, Repairs and Maintenance.)
· Handling all vendor contracts and ensuring timely renewal. Coordination with vendor & tracking the cost.

· Handling all Invoices; scrutinizing; maintaining database; checking and sending for payments.
· Handling all AMC’s and maintaining a database and checking for timely payments and renewals.

· Making PCV for all admin and facilities requirements on day to day basis and keeping a track of all the expenses with proper approvals.
· To ensure general office maintenance like housekeeping, pest control, hygiene, electrical and mechanical, space management.

Handling administrative in nature, involves documenting grievances, terminations, absences, performance reports, and compensation and benefits information. Beyond administrative duties, however I am also often involved in recruiting, hiring, and training new employees.
Bharti Infratel LTD – Indore (India)

July’14 to March’15
Bharti Infratel LTD; Indore, Madhya Pradesh (India)
Designation:

Facility Executive
Responsibilities:
· Handling entire MPCG circle inclusive of Circle office and 13 Zonal offices.
· Monitoring and raising alert for license / certificate renewal

· Tracking of FM / Admin related budget for HO and Circle offices

· Coordination with vendor & tracking the cost, ensuring the availability of the machines as per requirement.

· Tracking the inventory of vending, HK & M&E consumables.

· FM Related manual/SOP/Checklists- Creating and implementation the processes

· Coordination with Cafeteria vendor as per Infratel process & track consumption & agreed standards, general upkeep of the cafeteria.

· Handling entire On-Roll employee claims as ensuring their timely dispatch and following up for escalations.
· Handling a team of 30 HK and Security staff at all zones.
· MIS – Daily/Weekly/Monthly reports.

· Meeting Room management/ AMC Management/ On Site Event Management

· Monitoring & reporting energy consumption and exploring ways to optimize energy consumption

· Day to day FM requirement

Aircel LTD (Indore-India)

July’11 to Feb”14

AIRCEL LTD; Pune, Maharashtra (India)
Designation:


Administrator
Responsibilities

· Ensuring submission of vendor bills from all zones and verifying them and getting them processed and do a follow up for the payment from the finance.

· Handling entire ROM on-roll employee claims as ensuring their timely dispatch and follow up for the processing.
· Handling hotel & guest house booking.
· Keeping a track of Snacks coupons/Access Cards and Visiting cards (ROM).
· Maintaining MIS of all kinds for entire circle.
· Preparing Weekly/Monthly/ Quarterly reports which include all headings such as Xerox (on daily basis), Stationary (on daily basis), cab booking data etc.
· Cost optimization on Travel & accommodation without compromising on quality.
· Creating awareness amongst the employees to reduce loss of paper. 
· Keeping a check on Housekeeping material and ensuring no misuse and over use of the same.
Employee engagement and Staff welfare
· Separate Fun Zone been made with pleasant environment facilitated with Carom board, Ludo, Chess Board for employee stress refreshment.

· Make sure that all employees are present and involved in all kinds of fun activities ,events and festivals

· To ensure birthdays and anniversary celebrations every month.

Dec’06 to June’09

AIRTEL LTD; Gwalior, M.P (India)
Designation:

            
ARC Manager/Showroom Administrator
Responsibilities
· Management of all activities related to the showroom inclusive of Retention, customer care, collection, sales activities.
· Handling the vendors to run the smooth running of the showroom.

· Managing the Petty Cash and keeping a track record of all the staff working for the showroom.

· Co-ordinating with HO for all the cases forwarded for their resolution

· Dealing with the complaint management system in the Quality department

· Maintaining all MIS and keeping a track of the database.
· Taking care of all administration related responsibilities inclusive of houseskeeping , security, vendors and showroom working staff.

May’04 to Sep’06
              TATA Teleservices; Bhopal, M.P (India)
Designation:

           
Customer and Sales Executive
Responsibilities
· Handling customer queries and sales walk in at the PO office.

· Handling of the stock available at PO and maintaining the reports of the same.

· Sending of daily reports pertaining to Sales, Customer Care and stock availability.

· Taking care of Retention.
· Handling customer for their various queries/complaints/request and ensuring their quick resolution by co-ordinating with concerned departments.

· MIS compilation.
· Dealing with the complaint management system.
April’2000 to April’04

IDBI BANK; Indore , M.P (India)
Designation:

            
Customer Care Executive
Responsibilities
· Handling a team of five customer care executives

· MIS compilation

· Dealing with Walk-in customers to resolve their queries/complaints/requests.

· Working on Finacle software for customer queries.
· Taking care of all the calls of customers to solve their issues and concerns.

· Maintaining the complaint resolution report for the concerned department.
· Retaining the customers by giving best of the services.

IT FORTE

Computer Languages
:
Knowledge of SAP (office work admin related)
Packages


:
MS-Office 2010

Operating System

:
Windows 7
ACADEMIA

· Bachelor of Commerce from DAVV (Indore) in 1998
· XII (Board) from Delhi in 1995.

· X (CBSE Board) from St. Francis De Sales School, Delhi in 1993.
PERSONAL DOSSIER

Date of Birth
: 18th December 1976
Linguistic Skills
: English and Hindi.
Marital Status         : Married
