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_____________________________________________________________________________________________________________________________________________________
Objective:  I would cherish a demanding position that provides good career growth, personality development where performance is rewarded with new responsibilities, and where teamwork is the accepted norm, putting in the best to the maximum benefit of organization’s
Personal Strength: Communication Skills, Confident & Positive Attitude.
Work Experience: 
1) Admin Executive (Gudi Exports Pvt Ltd) Faridabad Haryana.

 From 5th May 18 to Till date.

· Taking care vendor Management, releasing payment, Bills, Invoices, PO
· Taking care of meeting arrangements, conference hall.
· Responsible for the general administration, office maintenance, CCTV, Plumbing work,                                                                 

· Responsible for the ordering  with the vendor 

· Taking care of Front office, stationery, Security, Employee attendance, Pay Roll
· Maintaining the cash. And petty cash. Taking care of purchasing
· Taking care of cafeteria and housekeeping staff, field boys

· Responsible for the general administration, co ordination with other department.
· Taking care of travel arrangement, hotel booking, cab,
 s
2) Admin Incharge (administration)in Essilor  india pvt. Ltd.
From 16th Dec,15 to Till 21st Nov,17
· Responsible for making the daily report and send it to manager.

· Responsible for arranging Travel tickets, visa, passport, cabs or booking rooms. 
· Responsible for meeting arrangements  , arrangement of food for the guest.

· Taking care of cafeteria and housekeeping staff, field boys,
· Responsible for the general administration, office maintenance, CCTV, Plumbing work,                                                                 

· Taking care of Front office, stationery, Security, Employee attendance, Pay Roll.
· Taking care vendor Management, releasing payment, Bills, Invoices, PO.   
From 20th May 2011 to till 31st Oct 2015
    Company Profile: Gayatri vidya academy training & services. 

Gayatri vidya academy training & services deals in Education Services              Training Services Workshop.  
3)Job Profile: (Admin Executive) Gayatri vidya academy training & services.
· Making and managing the operations Agenda for service staff.

·  Maintaining the cash. And petty cash. Taking care of purchasing,
· Responsible for arranging Travel tickets, visa, passport, cabs or booking rooms. And conference hall
· Responsible for making the daily report and send it to Senior 
· Responsible for the osrdering  with the vendor 
· Responsible for the online payments and bills credit cards payments.
· Responsible for the general administration, housekeeping staff,                                                      
· Taking care vendor Management, releasing payment, Bills, Invoices,
· Responsible for the general administration, office maintenance, CCTV, Plumbing work,                                                                 

· Taking care of cafeteria and housekeeping staff, field boys
 4). Crew Chief  at Mc-Donald’s at Crown Plaza outlet (Faridabad).s
From: 03rd, March 2006 to 5th, May 2011. 
Job Profile: - Crew Chief.

· Take order from the customer and coordinate with the team to deliver the product as soon as possible.

· Maintain the stock inventory and update it on time to time or as required. 

· Making the Sum-Sheet and act accordingly.
· Try to increase the level of satisfaction of the customer on the basis of service.

· Maintained the leaves record of our team members and report it to the seniors.
Education Qualification: 

· MBA. (HR, Marketing) University Swami Vivekanand Subharti (Meerut) passing year: 2018. 
· B.A. – University:  Kalinga University (Raipur). Year of Passing: 2016.
· 10 +2 – School/College: Govt. Sr. Sec. School-Old Faridabad. University/Board: B.S.E.H (Bhiwani), Specialization: Arts, Year of Passing: 2004. 

· 10th – Govt. Sr. Sec. School, Palwal (Faridabad) from- B.S.E.H (Bhiwani), Year of Passing: 2001.
Computer Skills:  Completed Basic Computer Course from ICFE Institute, Faridabad. 
Achievements
·  Achieved “Best Crew of the month” in Sep. 2006.  at Mc-Donald’s.
Personal Details: -
Father’s Name         :   Sh. Sohan Pal. 

Date of Birth            :   19th of June. 1984
Nationality               :   Indian
Languages Know     :   English and Hindi
I Hereby declare that the above – furnished details are true with Proven records.
Date: 

Place:   
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