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Spice Digital Ltd.
Sept’2008 to Oct 2010: Manager Administration

NDTV Imagine
Sept 2007 to June 2008: Manager Administration

Radio Mid Day
May 2006 to Aug 2007: Manager Administration (Corporate)

Clear Info-Analytics Pvt Ltd
Sept 2004 to June 2006: Manager Administration
Oceans Connect

Dec 2002 to July 2004: Executive HR and Administration

Ranil Translines Pvt Ltd
Dec 1999 to Nov 2002: HR & Admin Officer

KEY RESULT AREAS

Strategy Planning
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Planning, organizing and evaluating operations of company like reception, housekeeping, properties, Travel
Desk, security, maintenance, cleaning, catering, etc to ensure all operations meet established guidelines.
Optimizing efficiency of the administrative services along with cost effectiveness.

Implementing policies & standard operating procedures for attaining all quality standards. Complying with statutory
guidelines & financial budget for all administrative activities.

General Administration

->
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Sourcing office equipments and handling their upkeep; assigning & renewing Annual Maintenance Contracts after
conducting effective vendor rating review.

Managing general administrative activities for multi location

Supervising Security services, and correcting any shortcoming for smooth functioning.

Looking after transport, new phone/ mobile connections for employees, etc.

Infrastructure & Facilities Management
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Networking with contractors for infrastructure needs (AMCs/repairs/modifications/new installations) pan India
basis/muilti location (existing/new facilities)

Developing and implementing key procurement strategies / purchase schedules from the vendors and ensuring
alignment with organizational objectives. AMCs of electrical and mechanical assets of the company

Planning, scheduling and organizing events like conferences, seminars, etc.

Monitoring the physical verification and disposal of fixed assets to ensure effective Asset Management.

Attendance System Management

>

Communicating information required to evaluate requests for schedule changes to HR, Admissions

-> Analyzing attendance and vacation trends and recommended policy changes.
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Recommending and improvising attendance management guidelines and practices based on analysis / trends.
Monitoring attendance process and assist in compiling with all related regulations.

Safety & Security

>
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Governing employee welfare including provision of basic amenities, facilities and a hygienic and safe working
environment, as well as canteen facilities.

Appointing and proper use of security personnel/systems for security and safety of the staff & company assets.

Using CCTV cameras across the campus for complete safety of the premises. Taking care of the changeover of

security guard.

Travel/Hotel & Transportation
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Administering travel booking. Monitoring all travel expenses and analyzed it to ensure compliance to all internal

requirements.

Overseeing working of Travel Management Company.

Hotel Contracting: FITs and MICE pan India
In charge of day to day operations of transport department. Efficiently managing a team of drivers and vehicles.
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-> Ensuring company compliance of all transport policies, legislation and procedures. Resolving and managing queries
and complaints courteously and efficiently.
< Keeping record of:
o Free services, making arrangement for repair & Services on time, keeping record of insurance, etc.
o Keep record of fuel consumption.

Car Lease Management
Effective administration and management of cars taken on company lease. Monitoring bills, payments, car servicing,

foreclosures, disposal on maturity of lease period, etc.

Housing/Guest House Management

-> Managing company owned flats and colonies for employee housing needs
- Manage & Maintain company guest houses
-> Arrange leased properties for employees/organization

Liaison/ PR

- Managing, Liaison and Public Relation activities to ensure healthy business relations with external agencies.
- Liaising with various statutory, civil & government bodies for securing approvals/ clearances/ sanctions.

Documentation

Generating reports / files daily basis for the running of company operations. Maintaining database of confidential
files. Tracking of all import/export of all kind of shipment.

Furnishing periodical MIS to senior management to apprise them about company state of affairs with strict
adherence to budget parameters.

Drafting Admin policies and implementing with necessary approvals.

Maintaining databank of details of third party employees along with maintaining leave records of staff.
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ACADEMIC

Certificate Course in HR from IMI Institute, Mumbai - Sept 2014

Persuading MBA (distance education). Cleared 1st year with 70% marks. Appearing for final year in Dec 2014
PGDM from Delhi University in the year 1999

B.Com from Delhi University in the year 1996
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PERSONAL DOSSIER

Date Of Birth 12% March’ 1975
Present Address 108/V-19, Russia Area, International City, Dubai - UAE.
Marital Status Married




