	Avantika Sushant Naik
	Mobile :                 9920708191

    e-mail:   umakantak@rediffmail.com.



PROFILE

A Post Graduate in History and Honors in Economics and History, with exposure in Travel management, Vendor management, Facility management.
Work Experience

Vedic Lifesciences Private Ltd.
Enovate Biolife Private Limited


      February 2019 to Deccember 2019
Vedic Lifesciences is a contract research organisation (CRO) and medical research organization.
Enovate Biolife is a supplement and nutrasecutical export company having business in North America and Europe.

Job Title : Senior Associate - Administration 

Job Profile :

· Proper key management.
· Checking back up and live working of cameras.
· Space management, maintaining systems of regular housekeeping.

· CeaseaFire and safety management.

· Coordinating and maintaining record of all service providers.

· Movement and proper utilization of office boys.

· Provide secretarial support to CEO and President in Business functions.
· Evening snacks and event management.

· Cost effective and timely supply of stationery, print v cards.
· Local travel management ( Flight, Bus, train, taxi, flight)
· Courier tracking.
· Set up the office, renovation and shifting the office.
Work Experience

Samhita social ventures pvt. ltd.                                  September 2016 – July 2018
Samhita is a social enterprise that collaborates with companies to develop impactful corporate social responsibility (CSR) initiatives. Our focus areas include CSR strategy, programme design and sector research. Our Corporate Social Responsibility (CSR) consulting practice has worked with leading companies across India to shape their social good strategies, facilitate program implementation, and assess on-the-ground impact of such initiatives.
Job Title : Senior Administrative Executive

Job Profile :
· Travel management including hotel, flight, train, car etc, for employee as well as senior management ( CEO, CFO,COO). 
· To supervise housekeeping and overseas logistic.

· Monitor all annual maintenance contracts & compliance ( Shop & Establishment Certificate)

· Taking induction of new employees and doing new joinees formalities.
· Handling HR Software and update it on regular basis.  
· Supervising attendance and leave system.

· Maintenance of employee records/file.

· Collection of documents of new joiners.
· To reduce cost deduction in company’s expenses.


Business Access India Pvt. Ltd.                                       January 2012 – August 2016
BUSINESS ACCESS INDIA is a business development services particularly to Nordic companies which are interested in entering Indian market, specialized in providing business consultancy covering all the stages needed for a Nordic company to do business in India, focus being : sales, sourcing & establishing manufacturing base.

Job title : Admin Manager
Job Profile :
· Making IOM, purchase order for suppliers.
· Diary management and manage email correspondence.
· Doing monthly budget at the end of every month in expense sheet

· Client entertainment( including bouquet, eatables and refreshment.)

· Doing travel booking (including car booking, domestic & International travel) for consultants as well as country manager.
· Making provisions for Housekeeping and pantry.

· Making provision for Staff ( includes stationery, leave record, attendance record, meeting arrangement)

· General office administration
· Proficiency in Microsoft outlook.
· Keeping petty cash for day to day expenses and submitting vouchers to Accounts dept. 

· Handling visa processing and Travel Insurance.

· Responsible for Medical and health insurance for employee and responsible for pre employment medical checkups.

   COLAGE COMMUNICATION                                        November 2007 – ocTOBER 2011
COLAGE is a production house involves the Production & Direction of Advertising films, Documentaries, Corporate films, Television programmes, TV shows and music videos and now expanding into feature films and Animation films with Indian and International directors. 
 Job title : Admin Manager.

Job Profile :

· Making estimates, Proforma Invoices, Bills  of suppliers.

· Costing for Budgeting expenses of film.

· Maintaining database of suppliers, clients, advt. firms, production houses on daily basis. Arrangement of stationery & keep inward outward register for courier.

· Doing hotel booking, flight booking for clients.

· Follow up with suppliers and clients for payment.

· Doing internet surfing for update new technology in films.  
 ACROPOLIS ENGINEERING LTD                               June 2006 – October 2007

ACROPOLIS is a leading provider of wireless controls, catering to clients across industries ranging from steel plants, auto manufacturing, defense establishments, locomotive yards to ship loading and other heavy engineering shop. It has a pan India presence 

Job Title: Office Assistant

Job includes: 

· Invoicing and record keeping

· Raising Sales Invoices to various clients for sales and services made to them

· Co-coordinating with sales and service department for the sales and services made by them 

· Maintaining details records of client including C-Forms issued by them

· Preparing different MIS of sales for the use of higher management 

· Record Keeping

· Maintaining database insuring proper details of TDS certificates

· Keeping detail records of bill of materials

· Preparing presentations for different departments and helping others in different type of excel data base maintenance, 

· Change configuration of remote pushbuttons in CorelDraw.


VAIDYA’S COMPUTER EDUCATIOn, VIRAR                  March 2004– April 2005
A prominent computer education centre in Virar area offering various computer courses to persons from various backgrounds

Job Title: Computer Faculty

· Teaching Office Packages and DTP software’s

· Taught more than 10 batches the Microsoft Word, Excel, PowerPoint, Coral Draw, Page Maker, Photoshop and internet applications

· Imparted both theoretical and practical training to the candidates

· Have been promoted from trainee to Faculty within three months
· Counseling the candidates and reviewing their progress 

· Provided counseling to the candidates for choosing right computer course

· Assessing the performance of the student on regular basis and providing feed back to the student for improving their skills 


SANJIVANI HOSPITAL, VIRAr                           January 2003- February 2004
One of the well known hospital in western suburb of Mumbai rated as well managed and well equipped with modern medical equipments having a well stocked medical library

Job Title: Personal assistant of Chairman cum Librarian

· As personal Assistant of the chairman
· Provision of high-level administrative & secretarial support involving efficient handling of confidential /official correspondence, managing outward correspondences & internal memorandums and management of document flow. 

· Screening telephone calls, attending visitors & directing various queries to relevant departments.

· Scheduling of appointments, Organizing various meetings

· Taking down the Minutes of the Meeting/ Resolutions of the meeting. 

· Assisting executive staff to organize their time effectively.

· Providing support to meetings including minutes and follow-up actions.

· Co-coordinating filing and general administrative work for the chairman

· As Librarian
· Planning & supervising the library services. 

· Selecting & buying library books and other material

· Recording & organizing library material such as books, journal and magazines

· Updating & maintaining electronic library databases

· Helping people find books and other materials.

GEETA GRANTHALYA, VIRAR                                     April 2002-December 2002
Job Title: Computer Operator

· Recording & organizing library material such as books, journal and magazines

· Updating & maintaining electronic library databases

· Helping people find books and other materials


Professional Development and Education

	C.I.T.
	Clifon Computers
	2001

	Diploma in D.T.P.
	Softech Computers
	2003

	M.a. (History)
	Mumbai University 
	2003

	B.A. (Economics & History)
	Mumbai University 
	2001


Personal Details 

Language known
:
English, Hindi, Marathi

Date of Birth

: 
July 19, 1980

Address
: 
A/404 Dhanlakshmi Co. Housing Soc. Mitha Nagar, M.G. Road,   



Goregaon (W.) Mumbai - 400062

Phone No

:  
022-28725813.

E-mail


:
umakantak@rediffmail.com  

Mobile
No.

:
9920708191

Strenghts :
1. Multitasker

2. Able to work under pressure 

3. Excellent Organization skills

4. Proactive 

5. Ready to accept new challenges

6. Excellent team leader

