
HARMEET KAUR JAS
Mobile: +91 9899866584







Email:harmeetkour24@gmail.com
Aspiring for a position of Sr.Admin  which will utilize my skills and experience  in Office Management with Consistent drive to improve manageral compentencies  there by increasing the efficiency and competitiveness in fast paced dynamic growing environment.

Profile

· Coordinate with various staff for operational support activities of the unit; serve as a liaison between departments and operating units in the resolution of day-to-day administrative and operational problems.

· Provide administrative/secretarial support for various departments/divisions such as answering telephones, assisting visitors and resolving a range of administrative problems and inquiries

· Schedule and coordinate meetings, interviews, appointments, events and other similar activities for supervisors, which also include travel and lodging arrangements.

Core Competencies

· Planning and Scheduling



· Customer Service

· Transcription

· Interdepartmental Coordination

· Purchasing

Career Graph

As Admin/HR Manger in RIMS Marketing Pvt. Ltd., New Delhi 
[ Feb 2015 – till date]

As Admin Manger in Astroscience Technologies Pvt. Ltd., New Delhi 
[ Dec 2013 – Jan 2015]
As Office Manager in ProEx Online LLC, New Delhi
[FEB 2012 – OCT 2013]

As Admin Executive in Indiabulls Power Limited, Gurgaon
[MAR 2011 – jan 2012] 

Professional Experience

RIMS Marketing pvt. Ltd., NEW DELHI

Admin/ HR Manager
Key Responsibilities:

· Reporting to Director and MD

· Schedule MD meetings

· Cataloging on all 3rd market places.

· Live portals and their documentation

· Making Sales reports of all portals
· Resolving Day to Day issues with tactful solutions like Payment, pick-up, returns etc.

· Maintaining Better relationships to ensure vendor engagement for long run and for better business.

· Responsible for product availability confirmation with merchants.

· Increasing the level of the vendors by pushing the deals.

· Manage vendor relationships and assist in building effective partnerships
· Involve in Inventory planning, estimating weekly as well as monthly material requirements

· Handling staff of 25 people.

· Attendance Management. 

· Taking last round of interview.

· Introduction round of new joining.

· Induction of senior staff.
· MIS report of staff.
· Client Complaints.

· Taking care for new joined employee Offer letter, appointment letter, confirmation letter, open salary account in the respective bank.
· Coordinate with all Department.

· Correspondence through e-mail. 

· Vendor Management
Astroscience Technologies Pvt. Ltd. , NEW DELHI

Admin Manager
Key Responsibilities:
· Reporting to Director and MD

· Handling staff of 50 people.

· Attendance Management. 

· Taking last round of interview.

· Introduction round of new joining.

· Induction of senior staff.
· MIS report from branches.
· Client Complaints.

· Taking care for new joined employee Offer letter, appointment letter, confirmation letter, open salary account in the respective bank.
· Coordinate with all Department & Branches.

· Correspondence through e-mail. 

· Vendor Management.
· Organizing of events

· Organizing of TV show shoot

· Successfully organized seminar at Talkatora Stadium
· Branding Management.

· Maintaining administrative staff by recruiting, selecting, orienting, and training employees; maintaining a safe and secure work environment; developing personal growth opportunities.

· Accomplishing staff results by communicating job expectations; planning, monitoring, and appraising job results; coaching, counseling, and disciplining employees; initiating, coordinating, a nd enforcing systems, policies, and procedures.

· Providing supplies by identifying needs for reception, switchboard, mailroom, and kitchen; establishing policies, procedures, and work schedules.

· Providing communication systems by identifying needs; evaluating options; maintaining equipment; approving invoices.

· Purchasing of printed materials and forms by obtaining requirements; negotiating price, quality, and delivery; approving invoices.

· Completion of special projects by organizing and coordinating information and requirements; planning, arranging, and meeting schedules; monitoring results.

· Providing historical reference by developing and utilizing filing and retrieval systems.

· Improving program and service quality by devising new applications; updating procedures; evaluating system results with users.

· Achieving financial objectives by anticipating requirements; submitting information for budget preparation; scheduling expenditures; monitoring costs; analyzing variances.

· Maintaining continuity among corporate, division, and local work teams by documenting and communicating actions, irregularities, and continuing needs.

· Contributing to team effort by accomplishing related results as needed.
ProEx Online, New delhi

Office Manager

Key Responsibilities:
· Handle Team of five employees, assign daily task to all.

· Handle complete software of U.S. Office of all clients

· Making daily draft n Reviewing data.

· Account check, FTP, verification, data size.

· Housekeeping, Façade Cleaning.

· Data Management 

· Dispatch, Courier, Xerox, Scanning Services.

· Correspondence through e-mail, documentary and voice. 

· Correspondence with clients.

· Telephone List, Intercom, Direct Line etc.

· MIS report of admin.
· Attendance Management 
· File Management 
· Export n allocate the data to the Employees.
· Editing the data. 
Indiabulls Power limited, gurgaon

Admin Executive 

Key Responsibilities:
· Responsible for scheduling meetings for all employees; escorts visitors to staff members' offices, along with provides hospitality service arrangements as requested by staff.

· Compose and distribute inter-departmental memorandums (e-mail, documentary and voice) ensuring timely delivery and receipt of important information while at the time maintaining confidentiality.

· Responsible for making domestic and international travel arrangements for senior-level executives via the Internet, which resulted on a net saving of $175 - $250 per round-trip airfare ticket.

· Established and maintains electronic records management system for all incoming and outgoing correspondence.

· Organize, sort and assign mail distribution for all the employee.

· Housekeeping, Façade Cleaning, Garden Maintenance.
· Order Housekeeping Consumables/Stationery/Printed Material 3 Cafeteria, Tea Vending Machines Management.

· Drinking water, Order Food for Visitors.

· Order Water, Diesel for Generator. 

· Dispatch, Courier, Xerox, Scanning Services.

· Meeting Rooms Register.

· Telephone List, Intercom, Direct Line etc.

· Monitor office renovation, Repair/Maintenance works, Scrap/ waste disposal.

· Contract Services Attendance.

· Parking Lot arrangement.

· Event Management (Indoor & Outdoor).

· MTNL, MSEB, MCGM authority’s co-ordination.

· Material receipt, delivery.
· Bills Processing.
 
Trainings and Certifications

· One Year Computer Course from Micro Info Web
Education

Bachelor of ARTS from Delhi University.

Personal details

Date of Birth: 24th Feb, 1987   

Marital STATUS: Unmarried
Languages Known: English, Hindi and Punjabi 
Address: NEW  Delhi
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