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Synopsis
· Approx. 8 years of experience in Administration and Facilities management 
· Good communicator with consultative management style
· Strong negotiation and exceptional problem-solving abilities
· Strong Organizational & analytical skills 
· Confident personality can work under pressure 
· Ability to produce consistently accurate work and perform multi tasks.


Core Competencies
· Facility Management
· Cost Estimation Analysis
· Procurement & Vendor Management
· Document Controlling 
· Travel & Guest Relations


Work Exposure
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Worked as Scheduler(contractual)  at Transperfect  from December 2024 till March  2025
· Scheduling participant through calls for Testing.
· .Filling on boarding form for each participants .
· Maintaining the tracker Google sheet for all the participants.
· Sending Thank you, confirmation mails to all the participants.
· Calling and getting confirmation from the participants to attend the testing of siri software.

Worked as Executive- Support at TELUS International from Apr 2021 till Mar 2022.
· Operational Procedures: Ensure adherence to Group policies and procedures by continuously updating the department’s SOP’s, operational policies and procedures and its technical infrastructure. Procurement of operational items and equipment in a timely and cost-effective manner while maintaining appropriate quality standards and specifications. Implement asset tagging procedure according to best practices and maintain an inventory.
· Vendor relationship management: Manage the end-to-end life cycle of vendor relationship from procurement to performance management by ensuring proper negotiations with various suppliers and purchasing decisions to obtain maximum discount without compromising the quality of products and services.
· Team Management: Manage and mentor a dynamic team of support staff through high performance culture by providing clear leadership, direction and support. Monitor, coach and counsel where necessary enabling employees to accomplish their goals and objectives efficiently. Coordinate with the HR department for recruitment of manpower.
· Receiving inbound calls for technical support. Providing resolution for Internet, home phone & TV services.
· Ensuring conference and meeting rooms are booked by the FOE, to avoid time clashes.
· Ensuring adherence of SOPs, arrangement of VIP lunch meetings /conferences.
· Taking care of VIP visit requirements. 
· Supervision & training of pantry & housekeeping staff to keep a check on hygiene and maintenance of office. 
· Supervision & training of security staff & ensuring all security protocols are being followed.
· Inventory management for stationary, pantry & housekeeping. Ordering stock.
· Timely maintenance & AMC of facility related assets 
· Supervising in-house gardeners for the upkeep of plants
· Ensuring availability of first-aid box updated and ready for emergencies
· Ensuring FOE working as per the guidelines.
· Approving all admin related bills and submitted to accounts.
· Travel bookings and arrangements (domestic and international), along with stay arrangements, arranging pick and drop from the airport, coordinating with global locations for visa process
· Freezing rates on contracts and booking hotels, domestic travel.
· To outsource Hotels, Guest Houses and PG’s for global manpower.
· Coordination with the vendors and account team for to on-board new vendor.
· To coordinate with HR & candidates for visa & travel documentation and managing & overseeing their protocol.
Worked as Admin Executive at Jones Lang LaSalle (JLL) from Aug 2018 to Jan 2021
· Managing internal complaints & suggestion related to Facilities & Admin.
· Monitoring and maintaining Access system, SEZ card, employee ID card and building access card.
· Managing staff claiming procedure in coordination with finance team.
· Maintaining stationary, pantry & Toiletries consumptions on a daily & monthly basis.
· Ensuring new joiners complete their formalities submission of correct details in forms & they get there joining kit on time.
· Ensuring all Mail rooms activities are completed in timely manner. 
· Exit formalities make sure exit employee details updated in attendance software & also with LBA.
· Providing required facilities as per the requirement
· Managing vendor, submission of bills if their bills are correct and have been submitted at appropriate given time.
· Sharing their SEZ Form with Finance Department.
· Vendor management
·  Ordering food as per the requirements for clients & visitors.
· Managing lost & found and key issuance process.
· Following up with vendor for delivery at appropriate time.
· Preparing comparison for Events and other purchases sharing with Head of Department to raise PO.
· Updating Client visit Register and sharing the same as per the requirement.
· Hotel Booking & sharing confirmation both to clients and Hotels.
· Approving attendance of all support staff.
· Managing petty cash, providing approval, maintaining on excel, processing petty cash bills to finance department.

Worked as Administrative and Marketing Coordinator at Ferro Industries from May 2016 to July 2018
· Liaising with clients and mailing regarding complaints and queries as per the requirements ensuring matters are resolved quickly. Maintaining files documentation & scheduling related to residents. 
· Coordinating with Facility Management (Soft services) i.e. Housekeeping, Security and Vendor Management.
· Managing the office security and supervising staff for Housekeeping,
· Monitoring inventory, office stock and ordering supplies as necessary. 
· Meeting the clients with the seniors and making them comfortable by sorting their queries regarding the products and receiving customer suggestion and making necessary adjustments to them.  Preparing daily MIS reports and mailing them to the manager.
· Reverting clients through mails or different sources.
· Cold calls and email correspondence to various clients for their requirements availability.
· Assessing the needs of potential clients and provide them with the solution that best fits their business needs. Helps customers to make selections by building customer confidence, offering suggestions and opinions.
· Attend Meetings with Buyers/Clients by making them comfortable to sort their queries regarding the products, 
· Preparing daily reports and mailing them to the manager.
· Follow up with the customers on monthly basis for further requirements and their satisfaction.

Worked as Customer Care Executive at Al Bayan Group Dubai, UAE
 from  Jan  2014 to Mar 2016
· Attending calls and assisting clients with their orders.
· Prompt deliveries and confirming the customer address & other details to pass their order on time.
· Punching orders to outlets accordingly.
· Taking care of customers compliances and handling complaints if required.                                  
Scholastics
[bookmark: _Hlk171074409]2014     Bachelor of Art in Sociology (Honors) from Janki Devi College, Delhi University 
2013     Bachelor of Art in Business Law from Annamalai University 
2010     Diploma in Mass Communications (short term course)
2025      Certified Digital Marketing course from Ielevate Institute 
Lives in Delhi, born in 1991, well versed with computers and fluent in English & Hindi.
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