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Address: C-2/319, Janak Puri, New Delhi – 11058

HR & Admin Manager


Dedicated & highly skilled HR & Admin Manager with approximately 21+ years of experience 
 A committed professional with experience in:

Office Administration | HR Management | Administration Management | Budgeting & Costing | Contract Negotiation | Coordination & Liaison | Attendance Maintenance | Record Keeping | Employee Engagement | Event Management | Employee Appraisal | Payroll Administration | Team Leadership | Communication
PROFILE SUMMARY
· Expertise in coordinating human resources activities and overall administration, coordination and evaluation of the human resource function while ensuring all staff have a conducive working environment for personal and career growth
· Skilful in liaising with functional heads in identifying the organisation’s development needs, with strong ability to provide practical and strategic solutions to various problems
· Adroit in planning and coordinating administrative procedures & systems and devising ways to streamline processes; recruiting & training personnel and allocate responsibilities & office space

· Adept at ensuring the smooth and adequate flow of information within the company to facilitate other business operations; monitoring costs and expenses to assist in budget preparation
· Deft at monitoring inventory of office supplies and the purchasing of new material with attention to budgetary constraints; ensuring that operations adhere to policies & regulations
· An astute and pragmatic leader with excellent interpersonal & analytical skills with proven track record of utilizing process-oriented approach towards the accomplishment of cost, profit, service & organizational goals

CAREER TIMELINE
HR & Admin Manager | J R Laddha Financial Services (P) Ltd | May 2014 – Present



· Confirm accuracy on salaries and statutory deductions of Staff exits’ clearances; prepare and monitor the HR activities budget; ensure all necessary insurance policies are in place to safeguard staff

· Prepare employment and consultancy contracts; ensure all staff contracts are signed and up to date; contact with vendors to provide employee services; provide advice on reviewing contract letters processes
· Maintain all personnel records and ensure they are updated accordingly as well as compile and maintain all Human Resource & Personnel records 
· Coordinate receipt of applications and organise for interviews and short-listing of candidates; coordinate job adverts and ensure wide dissemination; prepare offers of employment and employment contracts
· Review and update all systems related to HR management in the organization (leave, payroll, medical payments, staff loans, employee files)

· Ensure the leave program is efficiently managed and accurately tracked; adjust employees’ leave days balance as of a specific date; update time earned, time taken and time remaining for each employee
· Review and update the annual staff appraisal system tools; guide line managers to conduct staff performance appraisals effectively; design and implement an extensive staff development programme
· Working on MCA Site Taking the data from the site & making excel for NBFC’s Client. Working on Housing Finance data taking the credit ratings of the companies maintaining the excel & forwarding to the concern department for discussion.

· Making Client bills after receiving the Mandate & forwarding to Accounts to create the original bills. Doing follow up’s from client for transferring the payment.
Highlights:

Got the Best Branch initiative award & Outstanding Performance In a Functional Role from the Managing Director for the above work

Successfully organized a gathering of more than 500 persons for the branch at one the premium location at Delhi independently with the lowest budget in the history of the company which saved the cost by more than 10 lakhs INR

HR and Admin Manager | M/S TRS Forms & Services Pvt. Ltd | Jul 06 – May 14


· Brought down the monthly expenditure of the branch by negotiating with vendors and service providers; handled all AMCs, quarterly meets, review meets, video conferences and employee recreational activities
· Selected, recruited and managed staff along with managing personnel development, training and providing coaching and mentoring as well as monitored staff absence and annual holiday entitlements
· Supervised Cashiers and Customer payments via NEFT & cheques; managed all day to day operations of all HR personnel administrative matters as per the policies and procedures
· Identified and corrected competency gaps; formulated and improved training and development policies and programs as well as promoted staff development
· Liaised with finance and provided the essential information to ensure that pay roll was carried out in accordance with policy implemented by Senior Management

· Supervised and conducted all administration matters pertaining to the HR function, including but not limited to just confidential employee information
· Maintained the complete data base of all employees in payroll in specified excel sheet / HRMIS and updated them regularly with any changes
· Communicated the process of annual / midyear appraisals, received, verified the forms and shared the consolidated outcome in specified formats; ensured that contract renewals were done in a timely manner
HR and Admin Manager | M/S Avery Dennison India Pvt. Ltd | May 01 – Jun 06
Admin Manager | M/S Chaudhary Group C.G. Foods India Pvt. Ltd | Jan 00 – Apr 01
Admin Manager | M/S Eastman India Pvt. Ltd | Jan 97 – Dec 99
SCHOLASTICS PORTFOLIO & OTHER CREDENTAILS

Diploma (Sales & Marketing)

NIMACT, Kanpur (Affiliated to AIMA, Delhi) | 1998
Graduation (Sociology)

Magadh University, Bodhgaya, Bihar | 1997
Diploma (Ms Office & Excel)

Small Scales Industries Development Organization, Okhla, New Delhi | 2000
Diploma (Computer Application)

Priyadarshni Multimedia Training Centre, Delhi | 2001
PERSONAL DETAILS
Date of Birth: 27.7.1977 | Languages: English, Hindi, and Bengali & Punjabi[image: image1.png]



