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Career Snapshot
· An enthusiastic, confident & adaptive individual with an ability to learn new things
· A good team leader, friendly co-worker, and a go-getter
· Enjoy accepting challenge & putting in efforts to meet organization goals
· Open and adaptive to changes
· Good at developing and maintaining customer relationship
Key Qualification to experience 

· Hold more than 13 years work experience in Banking, Retail  and Real Estate, Garment export.
· Experienced in multi-tasking such as sales coordinator, coordinator , team leader, sr. sales officer in home loan operations 
· Hold 6 years experience in the areas of Personal Assistant cum Admin Manager 
· Hold 4 years experience as  Manger cum office coordinator
Functional Skills 

· Strong interpersonal skills and communication skills
· Office coordination
· Admin & HR related processing work
· MIS Management
· Documentation – Loan Processing, Export & Import documentation work
Work Experience

1. Currently working with R K Threads Pvt Ltd. Jan16
Designer &Production Manager
·  Team leading, Managing a team of QA/qcs , also build good relationship between departments

· Follow-up with job workers on a daily-basis to know accurate status of orders, and identify any production problems early

· Planning, coordination and directing quality control program to ensure continuous production with established standards
· Employ QA to check garments at the time of stitching. It is to ensure that operators are not making any defective pieces
· Implement quality systems in each department.
Handling & investigation of customer complaints regarding quality.
· Instruct packing department for correct tagging and packing requirement
Meet with buyer representatives and understand about quality requirements of each buyer.
· Coordination with HO & Buying agency QA
· Implement quality systems in each department.

2. Run own boutique in pashim puri Punjabi bagh –Oct 13 – Till Jan 16
Job Profile : 

· Handling All clientage

· Handling sales & designing 

· Maintaining Cash flow

· Managing workshop and employees 

· Preparing  the garment costing 

3. Helix Garment Pvt Ltd. – Nov 11 to June 13
Personal Asst. to Director & Admin Mgr

Helix garment Pvt Ltd has in house production and top manufacturer of knit and woven in  Noida to Export and also make high class fashion apparel for big players of  Indian retail industry such as Benetton, Wrangler, Lee, Wills Life Style, Lifestyle as well as Shoppers Stop.
         Job Profile :

       Personal Assistance 
· Manage all secretarial work for the Director 

· Handle routine activities controlling inter departmental work

· Monitor appointments, meetings and conference calls

· Timely export  the shipment  

· Daily email workers reports & production reports

· Keeping office records, disbursement of accounts and payments 

· Maintain petty cash 

· Maintain office and personal insurance records

· Coordinate with the banks for payment Credits.
    Administration:

· Maintain staff leave record, time keeping register as per company norms
· Control and manage office stationary and AMC records
· Handle expenses bills and execute payments on time
· Prepare sales invoices in co-ordination with accounts department
2. BUIDCO (Bhartiya Urban Infrastructure Land & Development Company Limited) – Nov07 to Oct 11
Personal Assistant to CEO with complete charge of admin department 

Bhartiya is the Group of Bhartiya International, the largest leather garment company in 

India with track record being first Indian company to launch own branded leather garment. 
 India. 

Job Profile: 
Personal Assistance 
· Manage routine operation for CEO 

· Plan and maintain meeting schedule, travel plan
· Manage email account
· Sort &  distribute mails
· Correspondence  and documentation of records 

· Prepare Power point Presentations
· Generate various MIS and exceptional reports
· Coordination between various office & executive staff located in other branch offices
Office Administration 

· Supervise  housekeeping activities
· Control order processing for office stationery and equipments

· Maintenance of all AMC and renew records
· Keeping all employee records and accounts
· Handling petty cash and purchase records

· Generate various MIS reports
· Handle office communication
HR Management
· Create salary sheet and keep salary records attendance records, employees advance and disbursement of vouchers

· Maintaining staff leave records and over time records
3.Worked with R.S. Retail Stores. Pvt. Ltd.(Sister concern of Kohinoor Foods Exporters.   Showroom of BIBS N CRIBS, Aug 06 – Oct 07

Personal Asst. to Director’s &  Admin Mgr.
R.S. Retail Stores Pvt. Ltd. (Bibs n Cribs) Is the sister concern of Kohinoor Foods Limited. It is the pioneer store in North India especially for kid’s items; it deals with international brands like Tiny Love, Tuc Tuc, Peg-Perego etc. It Imported products from Europe & it has various outlets in India
Job Profile:
· Manage all secretarial work for the Director. 
· Handle routine activities controlling inter departmental work

· Monitor appointments, meetings and conference calls
· Make order list of Import Products.

· Handling New Import Companies for NOC from BIS.

· Coordinate with the bank for L/C .

· Keeping office records for the company 

· Disbursement of accounts and payments 

· Maintain petty cash 

· Maintain office and personal insurance records
Office Management:
· Maintain staff leave record, time keeping register as per company norms
· Resolve employee issues 
· Control and manage office stationary and store items
· Handle expenses bills and execute payments on time
· Prepare sales invoices in co-ordination with accounts department
Office Administration:
· Prepare travel plans for executive staff
· Supervise housekeeping activities
· Control and ensure office stationery and other equipment
· Maintain AMC and renew contracts

· Process bills and payments
· Maintain official & personal file records 

· Manage inbound/ outbound correspondence, vendor payments, couriers etc. 

4.  Direct Sales Agent for Standard Chartered Bank in Home Loan Department from Feb02 to July06
 Senior Sales Officer operations 
Job Profile:

· Handle office MIS
· Coordinate with CPA & Operations to achieve the specific TAT  
· Handling sanctions and disbursals in CPA 
· Co-ordination with sales team for the discrepancies

· Daily reporting of all files status to Area Sales Manager
· Clearing all the pending stock of sanction and disbursals.

· Check and clear legal and technical reports 

· Prepare customer eligibility files
· Process files in co-ordination with credit manager for sanction and disbursals
Managed events at INDIAN AIRLINES CONVERGES, EFUNDS, HP, IDEA, ASHOKA Hotel in New Delhi
Computer proficiency
Hand on experience in MS–Office, Word, Excel, Power-point, WindowsXP, Data Base, and Internet

Education Qualification
· Drawing & Designing Done from Pearl  of Academy  

·  GMT Graduate from IPW  

· BA from Delhi University

· 12th CBSE board, Delhi

· 10th from CBSE board, Delhi 
Place: New Delhi
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