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"Experienced Admin and Facility Executive | 9+ Years of Expertise in Admin and Facility Management"

Accomplished Admin and Facility Executive with hands-on expertise in orchestrating seamless office operations and optimizing workplace environments. Adept at developing and implementing efficient administrative processes that enhance productivity and reduce costs. Proven ability to manage vendors, budgets, and facility maintenance to ensure a conducive and productive work atmosphere. Exceptional problem-solving skills, a keen eye for detail, and a track record of fostering a harmonious workplace. Experienced in ensuring a safe, comfortable, and productive work environment for employees. Proficient in cross-functional collaboration and adept at aligning administrative strategies with organizational goals. A dedicated professional with a passion for delivering top-tier administrative and facility management solutions, consistently embracing extra responsibilities, and having a strong track record of successful delivery.


CORE COMPETENCIES

Office Administration | Process Improvement | Vendor Management | Financial Management | Cross-Departmental Coordination | Problem Solving | Employee Relations | Record-Keeping | Budget Management | Compliance Oversight | Productivity Enhancement | Master Data Management (MDM) | Calendar Management | Client Relationship Management | Internal Audit Facilitation | Training and Development | Time Management | Cost Optimization


WORK EXPERIENCE

Store Manager– Estetica | Feb 2024 to October 2024

· Maintained a clean and organized sales floor, ensuring and inviting shopping enevironment.
· Acted as the Manager on Duty , overseeing daily operations and team performance.
· Ensured compliance with merchandising standards and store policies.
· Overseeing the Business Development and revenue generation from corporate clients and Hotel industry.

Executive Assistant to Directors– Innocule | Jan 2024 to Feb 2024

· Provided comprehensive support to the Director, including efficient management of the HOD's calendar, ensuring well-organized schedules and appointments.
· Efficiently managed vendor relationships, including negotiation and contract management, to optimize procurement and services.
· Oversaw comprehensive office administration, ensuring a smooth and organized work environment.


 ADMINISTRATIVE EXECUTIVE – Star India Pvt. Ltd. │ Aug 2022 to Sept 2023

· Coordinated day-to-day administrative operations to ensure smooth and efficient office functioning.
· Acted as a central point of contact between departments, vendors, and management for seamless communication and execution.
· Managed vendor relationships including onboarding, negotiation, contract handling, and performance monitoring.
· Oversaw procurement processes, including raising purchase requisitions, issuing purchase orders, and tracking inventory.
· Prepared and monitored budgets, expense reports, and overhead statements to ensure cost control and financial accuracy.
· Maintained and updated records, documentation, and Master Data Management (MDM) systems with high accuracy.
· Facilitated travel arrangements, logistics, and meeting coordination for employees and senior management.
· Supported HR functions such as employee coordination, payroll inputs, onboarding assistance, and engagement activities.
· Organized corporate events, health camps, and employee engagement initiatives to promote a positive work environment.
· Implemented process improvements to enhance efficiency, reduce costs, and improve overall productivity.
· Managed office maintenance and facility operations to ensure a safe, clean, and productive workplace.

Additional Responsibilities:
· Support to BH (Business Head): Assisted the Business Head in Movie Panel activities, contributing to informed decision-making and strategic planning.
· HR Support: Provided support to the local HR team, addressing HR-related issues and ensuring a positive employee experience.
· Health Awareness Camps: Organized and coordinated quarterly health awareness camps, promoting employee well-being and a healthy workplace.

 ADMINISTRATIVE EXECUTIVE – ZEE Entertainment Enterprises Limited │ Jan’17 to Aug’22

· Efficiently initiated user requests and purchase orders while maintaining a well-organized record-keeping system.
· Managed vendor creation in the local environment, ensuring compliance with Master Data Management (MDM) standards.
· Prepared monthly and annual budgetary expenses, facilitating accurate financial planning and provision allocation.
· Acted as the Single Point of Contact (SPOC) for payroll and employee benefits activities, providing dedicated support to local employees.
· Oversaw various administrative tasks, including front office operations and client interactions, ensuring a seamless and professional work environment.
· Prepared and executed all business-related agreements, contributing to efficient business operations and legal compliance.
· Developed and implemented an efficient filing system and scheduling techniques that significantly increased productivity and organization within the workplace.
· Managed all office expenses and costs for a team of 60+ employees. Generated quarterly report metrics for travel, expenses, and hospitality to track and optimize spending.
· Facilitated gateway arrangements to streamline operations and enhance service efficiency.

Additional Responsibilities:

· Giving support to marketing activities like Zee Sarthak sansar award, content ideation meet at Jaipur,Rajasthan, 
· Celebration gifting (Diwali, New Year).


 Personal Secretary to HOD – Shree Hospitals │ May’16 to Nov’16

· Provided comprehensive support to the Director, including efficient management of the HOD's calendar, ensuring well-organized schedules and appointments.
· Played a pivotal role in internal audit activities within the organization, facilitating the smooth execution of audit tasks and ensuring compliance with established procedures.
· Diligently monitored and verified compliance with all hospital-related work, ensuring adherence to regulatory requirements and standards, thereby promoting operational excellence.

 Sales Executive– Eureka Forbes │ Feb’16, to May’16

· Appointed as a Sales Executive with a focus on corporate sales, specializing in providing tailored solutions to corporate clients.
· Successfully covered diverse sales locations, including Future Group, Private Schools, Retailers, and Wholesale Outlets, expanding the company's reach and market presence.
· Demonstrated exceptional sales performance by consistently meeting and exceeding monthly sales targets, showcasing my ability to drive results even after the training period.

 Operations Manager – VidyaBhawan │ Aug’11 to Sep’12

· Initiated telephonic contact with prospective & existing students, effectively generating valuable leads for institution.
· Provided comprehensive counseling services to prospective candidates, guiding them through the available courses and enlightening them about the course merits.
· Assisted students in shaping their careers by offering insights into the available courses and helping them make informed decisions to achieve their educational and career goals.

EDUCATION

2011 	MFC from (KIIMS) Utkal University
2009 	B.Com. from Banki Autonomous College
2006	12th (Commerce) R.D. Women’s Junior College, Bhubaneswar
2004	10th Kumbharapada High School | Nayagarh


PERSONAL DETAILS 
Date of Birth:		21st July 1989
Languages Known:	English, Hindi, & Odia



