SANJAY SHARMA
Mobile:  +91 9811800756 ~ Email: sanjaykaushik_73@yahoo.com, sanjaykaushik05@gmail.com
Seeking assignments in a high growth oriented organisation which encourages learning rewards, achievements & further potential for growth.
PROFESSIONAL OVERVIEW
I want to provide the best of my services to an organization, where I can use my creativity, leadership skills, problem solving techniques, people management skills and other experiences with dedication and synchronize my personal success with the company’s success. Seeking position as admin coordinator, Admin Manager.
ORGANIZATIONAL EXPERIENCE

June’2011 to till date                                                                                               Admin Manager
The Advertising Hub

Apr ’09 – May’2011


M-Tech Developers Ltd.                                                                                           Admin Coordinator

Mar’07 – Apr’09 
M/s Bakey Bihari Properties                                                                                   Admin Coordinator

Jan’06 – Feb’07 

K.R. Pulp & Papers ltd.                                                    Computer Operator cum Admin Coordinator
July’98 – Dec’05

Monika Type & Shorthand Institute



                                 My Own Business
Roles & Responsibilities:
· Manage vendor relationships ensuring that they are competitive and serve the needs of the team; purchase and maintenance of office furniture, equipment, and supplies.
· Coordinate with the building manager with regard to maintenance and repair of the office.
· Provide comprehensive reception and phone coverage on a daily basis, including projecting the professional image of the company via handling of all telephone, email and personal inquiries/callers; and the prompt distribution of post, newspapers and faxes.

· Care for the day-to-day appearance of office, reception, conference and kitchen areas such that a high standard is maintained continuously, including setting up the conference phone and projector as needed.

· Provide production support, photocopying and binding as necessary.

· Manage all office equipment, including postage machine, printers, fax, photocopier, conference phone and projector.

· Arrange travel, couriers, taxis, telephone conferences, postal services.

· Ensure office supplies are adequately maintained.

· Maintain vendor files and subscription renewals. Monitor service and recommend alternative suppliers as appropriate.
· Process incoming invoices for approval by Director.
· Prepare check logs and forward with copies of invoices, client related expense reports to Finance Department.
EDUCATION
· MBA in HR from Sikkim Manipal University in 2013.
· B.A. from Delhi University in 1998. 
· Senior Secondary from C.B.S.E.
· Higher Secondary from C.B.S.E.
PROFESSIONAL QUALIFICATION
· One year stenography (English) course from ITI.
Computer Proficiency;
Application Tools
: 
MS Office & Internet  
Place : Delhi

Dated: ___________






(SANJAY SHARMA)
