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A solutions focused, highly organized, experienced Manager with over 9+ years of progressive administrative management, managerial and supervisory experience with responsibility for the allocation of resources, analysis of requirements, and management of work flow; demonstrated knowledge of common business practices and basic human resource protocols; strong interpersonal communications, listening skills, and written skills. I have demonstrated experience related to situation assessment, problem solving, and negotiation; experience to develop, write, and implement policies and procedures to help streamline processes and encourage greater efficiency. Experience in Event Planning, compliance, Travel Desk & Hotel Reservations, Vendor Management, Visa Processing and Forex, Facility Management, Asset handling and Human Resource Management. 
· Vendor Management
     
Travel Management
              Project Management         

· Budget Management
     
Compliance Management          Purchase Management
     

· Data Card Management              Asset Management   
             Housekeeping/Security Management

· Warehouse Management           Guesthouse Management          Reception Management

· Fleet Management                       People Management                  Annual Maintenance Contracts

· Office Insurance’s                      Recruitment/Selection 
          Talent/Performance Management   

· Training Development                 HR Policy & Organizational Design
	PROFESSIONAL ACHIEVEMENTS


· Provided exceptional support to managers and co-workers which increased overall efficiency by 30%

· Coordinated team events and town hall activities at the best yet economical locations – saved expenses by 40%

· Provided backup support to other departments which was highly admired by the General Manager

· Motivated and developed team members, resulting in resolution of issues and improvement in tea and overall performance
· Initiated a comprehensive issue tracking process that improved communication and issue resolution for cross-functional teams and senior management.

· Created highly effective organizational and filing systems, including quick and thorough indexing, filing and offsite storage, resulting in easy access to critical information and streamlined office functioning.
· Experienced at designing, planning and implementing a series of training programmes in conjunction with outside providers.

· Facilitated the rebuilding of the organization’s HR function and brought recruitment in-house, which resulted in significant cost-savings
· Provided extensive on-the-job training and attentive supervision to a troubled employee, which resulted in the employee's success as an empowered and accountable team member.
· Implemented Human Resource Information System.
	PROFESSIONAL EXPERIENCE - Overview


Recognized throughout longstanding career for ability to develop, implement and manage full-charge functions of Administrative & HR procedures.

· Overall in-charge of the Administrative & Facility division.
· Preparing and scheduling activities; travel arrangements, internal and external business meetings, client or third-party appointments, conferences and general office events, including scheduling of conference room use and catering needs.

· Proactively taking responsibility for calendar management for utilizing good judgment and initiative.

· Responsible for vendor management which includes vendor negotiations, purchase orders, maintaining inventory of office supplies.
· Responsible for the creation and management of process budget. Collaborating with other budget owners within department to drive overall understanding of departmental expenses.
· Implementing processes and standard practices to ensure best in class fleet operation.
· Maintaining lowest operating costs possible through lease management, vehicle selection, and strategic vehicle cycling policies, vendor management, fuel efficiency and vehicle maintenance policies.

· Managing fleet coordination team to ensure completion of all day to day responsibilities.
· Establishing partnerships with vendors to manage vehicle fueling, maintenance, acquisition, disposal, registration and Motor Vehicle Records.

· Updating and maintaining policy and procedures for Corporate Fleet, Executive Vehicles and in house facility vehicles.

· Providing cost, asset, operation and other reporting as requested by leadership

· Conducting employee performance appraisals, evaluate employee potential and provide recommendations regarding staffing, salary administration, promotions and other actions affecting unit employees.

· Recruitment, Bonus Payment, Maintenance of Leave Records, Staff Salary Checking, Salary negotiation with new recruits.

· Collecting, sorting and distributing any incoming job applications.
· Updating the HR calendar with important dates & Following up all human resource calendar activities.

· Working with management to ensure that HR policies and procedures are implemented fairly and consistently across the business.
· Managing on HR policies, procedures, best practice and legislation regarding attendance, health issues, conduct, capability, performance management, grievance, compensation and benefits, organizational.

· Working with the Group HR Manager ensuring that the annual appraisal process is completed in a timely and fair manner.
· Working alongside the Recruitment Team to support the business in the recruitment of staff in line with the recruitment plan.
· Delivering local induction programmes as required.
· Ensuring all activity is consistent with the group talent management plan, keeping up to date with developments in employment legislation and HR best practice.

· Overseeing the recruitment and on boarding of new employees. Handling employee terminations, grievance and other difficult situations in a sensitive, fair and respectful manner, working closely with middle and higher management.
· Developing job profiles and sourcing candidates from major job boards; select, interview and hire employees in collaboration with department managers.

· Developing a positive work environment through managing and coaching the performance of the entire team by fostering a responsible, professional and positive work environment; ensure the entire team has the training and development needed to continue to grow in their profession.
· Leaves and attendance management.
· Managing and increasing the effectiveness and efficiency of the team in delivering exceptional customer satisfaction.

· Handling new hire paperwork.
· Communicating with all levels of the organization.
· Responsible for facilities managements include general repair and maintenance, disaster management, fire drills, parking, UPS, Air conditioners, printers etc.
· Planning of yearly budgets for the Administrative & Facility department.

· Preparing budgets, reports and other financial records.

· Liaisoning with Government and statutory bodies & ensuring fulfillment of all legal & statutory requirements.

· Ensuring all electronic assets is covered under AMC (Annual Maintenance Contract).

· Organizing business and social events occasionally at off-site locations.

· Managing vendors for Travel management, insurance, assets purchases, housekeeping & security, compliance 

· Arranging Room reservation and Cab's for Employee's.

· Preparing monthly provision report (Monthly Expenses).

· Asset Maintenance & Management.

· Arranging guideline sessions for drivers for safe driving. 

· Supervise and train other clerical staff.

· Execution and monitoring of all regular purchasing duties.
· Managing insurance’s for the organization.

· Maintaining records of all company asset include Mobiles/blackberry/Laptops/Internal Equipment's.
· Placing request of Visiting Cards / letter heads / envelops / poster.

· Supervision of Canteen services, transport services and housekeeping.

· Raising purchase order as per requirement.

· Keep check on Vendor like (Housekeeping, Electrician, Plumber, Groceries and stationary.

· Checking of bills/invoices as per material/services delivered.

· Delegating tasks to colleagues.

· Guiding the team/colleagues to achieve the smooth working atmosphere.

· Overall checking of attendance, leave, Absenteeism & discipline

· Executing responsibilities.

· Implementing SOP’s (standard operating procedure).

· Preparation and scrutiny of daily work.

· Office Co-ordination, general administration.

· Performing administrative duties including mail management, scanning, printing, photocopying, faxing, answering and managing flow of incoming calls, etc.

· Checking of office Premises and its belongings every day.
	WORK CHRONOLOGY


· Manager Admin 
     Hicare Services Pvt. Ltd                           Current Job from July 15
· Manager Admin 
     Zee Media Corporation Ltd                      September 2014 July 2015
· Manager Admin 
     Shashi Sumeet Productions Pvt Ltd         Jan 2014 To September 14
· Asst. Manager Admin    TAM Media Research Pvt Ltd
          March 2011 To  Jan 2014
· Sr. Executive Admin
    AGS Transact Technologies Ltd
          April 2007 To March 2011
	COMPUTER PROFICIENCIES


· Operating System                 :  Windows 95, 98, 2000, 2003, 2007, Windows Vista & XP. 

· Accounting Software           :  SAP & Navision ERP

· Office Applications
        :  MS (Word, Excel, Power point) & Outlook.  

· Typing
Speed

       :  30 WPM 

	EDUCATION QUALIFICATIONS


· Master’s in Human Resource Development Management (MBA) in 2014

· Graduate in BMM (Bachelor of Mass Media) in 2008

· H.S.C (Higher Secondary Certificate) Passed in 2004

· S.S.C (Senior Secondary Certificate) Passed in 2002

	SOFT & PROFESSIONAL SKILLS


· Supervising 

· Effective written, verbal & listening 

· Excellent communication 

· Time and project management 

· Multitasking & Leadership
· HR Processes

· Absence management

· HR Forms

· Report Writing

· Learning & Development

· Talent Management

