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ADMIN PROFESSIONAL – IT INDUSTRY

To merge into a dynamic globally focused organization that will strategically utilize my existing skills
PROFILE


Dynamic professional with over 7 years of experience with IT Organization viz. Ramtech software Solutions Pvt. Ltd., Delhi,  and  Amtronic Systems Pvt. Ltd., I have acquired a rich experience in administrative support services which includes providing support to specific departments or teams in a company such as Human Resources, Accounting Development, Sales & Marketing or Information Technology.  
Key Strength Areas

Planning and Organization, Confident Decision – Making, Adaptability, Employee On Boarding, Training and Induction, Background Verifications, Attendance & Leave management, Effective and Efficient Delegation
PROFESSIONAL EXPERIENCE & ACCOMPANIMENTS

AMTRONIC SYSTEMS PVT LTD, New Delhi          
March’2010 – December’2014 
As Sr. Admin Executive
· Handled ESI/PF records for the company, was also responsible for handling petty cash, purchasing and maintaining stationary stock and medical items, keeping records for the books in library.

· Assisted senior in making of Salary/Wages Records.
· Shortlisting potential candidates, arranging interviews as needed 

· Complete Onboarding including Induction, ID creation of new joiners 

· Recording advances and overtime database for department of finance

· Preparation of various MIS reports in formats prescribed provided by head office

· Initiating, Maintaining & Closing the bank account of employees as per changes in status of employment i.e. Joining, Promotion/Internal Movements & Release from employment 

· Organizing conference, seminar & training workshop

· Maintaining attendance, leave status of employees & validating for payment processing

Key Accountability Executed
· Arranged and managed annual expos, seminars and training programs which were conducted not only in India but across the globe. 
· Responsible for managing all the administrative & official activities while maintaining the healthy work environment & discipline.

RAMTECH SOFTWARE SOLUTIONS PVT LTD, New Delhi 





         
May’2006 – March’2008 
As General Transcriber 
· Transcribed the US general files to the highest level of quality and accuracy. 
April’2008 – Feb’2009

As Admin Executive (promoted via an IJP/Internal Job Posting)

· New Employee Onboarding Process.
· Training & Event Calendar’s Distribution

· Attendance & Leave Management using HRIS 
PROFESSIONAL AND EDUCATIONAL QUALIFICATION 
MBA    Master of Business Administration - HR
DIM     Diploma in Management 

B.A.     Bachelor of Arts 

IT SKILLS
· MS Office: Word, Excel, PowerPoint

· Messaging Solution (viz. MS Outlook)

· HRIS (Human Resource Information/Mgmt. System)

· Social Networking for various Announcements, Intra company activities 

PERSONAL TRAITS
· Comprehensive problem solving abilities

· Superior People Management Capability

· Adept performer in team as well individual roles

· Responsible initiatives, diligent value addition & open to learning
PERSONAL DOSSIER
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