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Ph No. – 9711407376


          

mail id : sharma70427@gmail.com
Current Address: New Vijay Nagar, Ghaziabad
Objective

To be a part of an organization, which has potential for both organizational and personal growth, development and which provides greater scope to learn and improvise my skills, and apply them to the welfare of the organization.
Work Summary 

· Currently  working with Easy Solar Solutions Pvt.Ltd. (Ghaziabad) as a HR.Admin Manager-August -2022 to December-2022.
· Worked with Smart World  Developers Pvt. Ltd.  (Gurgaon) as Assistant Manager – HR from March- 2021 to June-2022.

· Worked with Lotus Greens Developers Pvt. Ltd. as Executive – Admin & HR from Dec 2019 to March 2021.

· Worked with Imaginearc Infrastructure Pvt. Ltd. as Sr. Executive – Admin from March 2017 to Dec-2019
· Worked with M/s Sarvottam group as Admin Executive form Oct-2016 to March-2017.
· Worked with M/s Kalyani Engineering Works as Admin Executive from Jun-2011 to Oct-2016.
DETAILED SUMMARY OF EXPOSURE
Easy Solar Solutions Pvt.Ltd

· Assist with day-to-day operations of the HR functions and duties          
· Attendance management
· Compile and update employee records (hard and soft copies)
· Deal with employee requests regarding human resources issues, rules, and regulations
· Assist in payroll preparation by providing relevant data (absences, bonus, leaves, etc)
· Conduct initial orientation to newly hired employees
· Assist our recruiters to source candidates and update our database
· Promote a positive and open work environment where employees feel comfortable speaking up about issues
· Screen incoming resumes and application forms
· Interview candidates (via phone, video and in-person)
· Advertise job openings on company’s careers page, social media, job boards and internally
· Participate in job fairs and host in-house recruitment events
· Act as a consultant to new hires and help them onboard
· Act as an office manager by keeping up with office supply inventory including pantry and housekeeping
· Handling housekeeping staff and pantry boys & cooks 
Smart World Developers Pvt. Ltd.

· Attendance management

· Assist in opening the bank Accounts

· Joining formalities
· Updating the Master data in excel and provide the various types of reports to management and other departments.

· Assist in payroll processing

· Leave Management

· Arrangement of birthday celebration in month end

· Full & Final Settlements

· Assist in Mediclaim card/data processing  

Lotus Greens Developers Pvt. Ltd.

· Assist in recruitment process through references & consultants.

· Assist in payroll processing & leave management.

· Assist in attendance Management

· Assist in full & final settlement formalities.
· Handing travel and accommodation arrangements for senior staff as well as for MD including Air Tickets, Hotels and cab bookings.

· Handing Events & Conferences, Office Parties & preparing presentations.

· Manage calendars and set up meeting as needed.

· Book meeting rooms as required including video conferencing connectivity.

· Act as an office manager by keeping up with office supply inventory including pantry and housekeeping.

· Processing of vendor’s invoices to finance for payment purpose.

· Assist in joining formalities including ID card, Business Card.

· Liaison with various vendors.

Imaginearc Infrastructure Pvt. Ltd.
· Handing travel and accommodation arrangements for senior staff as well as for MD including Air Tickets, Hotels and cab bookings.

· Handing Events & Conferences, Office Parties & preparing presentations.

· Manage calendars and set up meeting as needed.

· Attendance Management.

· Assist clients in a professional and courteous manner.

· Co-ordinate internal meetings involving all senior staff and other HODs as & when required (including arrangements of refreshments etc.)

· Prepare regular reports on expenses and office budgets.

· Book meeting rooms as required including video conferencing connectivity.

· Act as an office manager by keeping up with office supply inventory including pantry and housekeeping.

· Make POs for Admin & IT purchase items.

· Management of fixed assets & replacement of same as per the requirement.

· Responsible for Repair & Maintenance Activities.

· Processing of vendor’s invoices to finance for payment purpose.

· Joining formalities including ID card, Business Card and Exit Formalities.

· Liaison with various vendors.

· Handling the petty cash and day-to-day expense of Office.

· Handling the India Mart portal for taking the business leads and maintaining the data regarding the same.  

· Handling the expense/Conveyance of all staff and labour and settled with Account Department.

· Maintain the material rate comparison to order the admin & IT related material.
· Recruitment through references & consultants.

· Payroll processing and salary disbursement.

Educational Qualification
· Graduate (Bachelor of Arts) from CCS University, Meerut in 2012.
· Passed 12th class from U.P Board in 2008.
· Passed 10th class from U.P. Board in 2006.
Computer Proficiency
· MS - Office, 

· Internet, browsing & Email.

· Basic Knowledge of Computer

Strengths 
Take initiative, Self-starter & motivated, Very good interpersonal and analytical skills, Active learning and a good team player. 
Personal Details

Gender


: 
Female
Father’s Name

:
Lt. Sh. Gulshan Sharma
Date of Birth

:
22nd May 1990    
Language Known

:
English & Hindi
Declaration


I hereby declare that all the information stated above is correct and if there are any discrepancies found, I may be disqualified from the selection process of the company.
Place:  Ghaziabad
Date:  
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