CURRICULUM VITAE

RICHA SHARMA


OBJECTIVE  
To work for an organization which provides me the opportunity to improve my skills and knowledge to growth along with the organization objective.                                                                  

WORK   EXPERIENCE                                                                    

Total 6.5 years of professional work experience.
M/s Toshiba India private limited - Gurgaon
(June-2016 to till date)

Currently working with Toshiba India private limited in admin and strategy division as A

Front office executive cum admin executive responsible for the total administration work and handling the work of executive assistant. 

M/s Jones Lang Lassalle - Gurgaon
April-2014 to May-2016
Worked with M/s Jones Lang Lassalle a leading fortune 100 company in the real state and facility management company) as front office executive cum helpdesk executive @Ericsson site responsible for the front office and total administration work/ Executive assistant.

M/s Piyush Group – New Delhi

Sep-2012 to April-2014
Worked with Piyush Group (Real Estate Business) as a Front Office cum Admin Executive with corporate office.

PROFESSIONAL SNAPSHOT

· Highly skilled in handling front office activities and adminstration work independently
· Extensive knowledge of handling EPAX
· Good telephone etiquettes and presentation skills
· Possess good organizational and time management skills

· Effective written and verbal communication skills
· Skilled in major computer applications related to work like MS Office
· Ability to perform tasks under pressure
KEY RESPONSIBILITIES

Front office Responsibilities:-

· Maintaining the attendance records of the Vendor based employees

· Maintaining the leave records of the Vendor based employees

· Handling the overall area of facility management

· Updating visitor managements system

· Attending international calls

· Attending the incoming and outgoing calls

· Handling the access system 

· Greeting the visitors /customer

 Administration Responsibilities:-

· Coordinating in conducting the training to employees

· Coordinate the meetings, board meetings, high profile visits, events. 

· Courier Management (international and domestic both) Online and manually both

· Prepare the trackers for different activities. 

· Preparing the MOM (Minutes of meeting)

· Vendor management (quotation etc.)

· Housekeeping management

· Working in 360 Tool in which we can handle the employee’s requests.

· Petty cash management

· Taking care of building maintenance

· Stock and Stationery management

· Making the exit checklist of the employees

· Cafeteria management

· Handling fire drill as well

· Vendor Invoice Processing 

· Handling multiple Vendors(Plants/Flower/stationery/waterbottle/ cable network/courier (national international both) tissue boxes/ newspaper).

· Booking of meeting through online portal

· contract management ( vendors) 

· working in outlook management

· Preparing MIS Reports

· working in navision (sap) also for creating purchase order, invoice process etc
· handling the official phone insurance of employees
      Executive Assistant Responsibilities:-

· Travel Management(Internal & Expats) of directors

· Directors Bills processing

· Reports Management

· File Management 

· Cab management 

· Conducting conference calls

· Attending the incoming and outgoing mails in outlook 

· Calendar management of directors

· Diary Management of directors

· Handling the high profile visits in the company

· Working with E-fit tool which is organized by JLL in pan India.

· Expense management of directors

· Preparing the MOM (Minutes of meeting) 

· Day to day operations of directors

· Attending the calls on behalf of directors

· Handling the letters and memos 

· Handling record management

· Handling the office management

AWARDS AND ACHIEVEMENTS:-

· 6 months training in absenteeism of employees from ESCORTS COMPANY.

· Participation in various cultural activities in school and college level.

· First prize winner - Participation in CIWG presentation (Continuous improvement work groups) From Ericsson Account in Q1 and Q2 and won first prize.

· Got promotion in Ericsson front office executive to helpdesk executive. 

ACADEMIC QUALIFICATION

· BBA from MDU. Rohtak.(Regular)(Dav college FARIDABAD )

· 12th from CBSE Board

· 10th from CBSE Board

PROFESSIONAL QULAIFICATION

MBA-HR from SMU (Sikkim Manipal University)

Computer course from Aptech institute (FARIDABAD)

PERSONAL DETAILS


Name 

:
Richa

Husband’s Name 
:
Mr. Ankit Phukela

Date of Birth 

:
25-08-1991

Current residence Location 
:
Faridabad

Marital Status 
:
Married

Language Known 
:
Hindi & English (Speak & write)

Contact No 

:       9717232820

Mail id                                                     :       richinikki25@gmail.com

