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Professional Summary
Results-driven Administrative Professional with over 4 years of experience in Admin Assistant, HR support, and customer service. Proven track record of efficiently managing front desk operations, coordinating HR activities, and ensuring seamless administrative functions. Skilled in schedule management, vendor coordination, and employee engagement. Seeking an Admin Executive role where I can leverage my analytical, problem-solving, and communication skills to drive organizational success.
Core Skills
Administrative tasks, Calendar management, Customer Service, Facility Management, HR Support, Invoice Processing, Problem-solving, SAP, Travel Management, Vendor Management, Teamwork, Microsoft Office (Excel, Word, Outlook), ARIBA, MIS & Reporting, Concur, Coupa, My request portals POSH Training, CRM, Event & Meeting Management, Time Management & Multitasking
Professional Experience:
[bookmark: _GoBack]Assistant Manager EA -Admin Transasia Erba Manheim (Dec 2025- Present)
Senior Executive- Transasia Erba Manheim (Jan-2025-Sep-2025)
Managed complex calendars for the CMD, CEO and CCO, ensuring optimal scheduling and time utilization.

Oversaw end-to-end meeting coordination — prepared and distributed agendas, confirmed participants, and handled all pre-meeting documentation and logistics.

Verified and processed expense reimbursement reports for leadership team members, ensuring compliance with company policy.

Managed CMD, CEO and CCO’s calendars, travel arrangements (domestic and international), and routine expense submissions.

Scheduled and coordinated meetings for the Global CMD & CEO during visits to India.

Planned and executed large-scale corporate events, overseeing travel, accommodation, agency coordination, and on-site logistics.

Ensured full attendance of key stakeholders by proactively managing meeting confirmations and follow-ups for the CCO.

Liaised with executive offices of client CEOs to coordinate high-level meetings for the CCO.

Managed critical domestic and international ticketing requirements.

Handled sensitive and confidential matters related to the Founders and their family members.

Prepared and issued visa invitation letters for employees and international invitees.

Managed billing and expense reporting for Founders, CEO, CCO, and their respective teams.

Coordinated with banks and internal finance teams for corporate card payments and ensured timely settlement of invoices.

Organized monthly leadership meetings, head office lunches, and staff engagement activities (e.g., dance sessions, birthday and farewell events).

Managed leave records for CMD, CEO, CCO, and their direct teams.

Oversaw hospitality and guest arrangements for the Founders.
EA & Admin (SKF India Ltd - TempIndia Staffing Services) (Nov 2023 – Nov 2024)
Administrative Support:
Manage calendars, schedule appointments, and coordinate meetings.
Prepare and distribute documents, reports, and presentations.
Handle incoming/outgoing mail, emails, and phone calls.
Maintain confidentiality and handle sensitive information.

Executive Support:
 Provide dedicated support to senior executives.
Anticipate and prioritize tasks to meet executives needs.
Coordinate travel arrangements, itineraries, and expense reports.

Communication and Collaboration:
 Develop and maintain relationships with stakeholders.
 Facilitate communication between departments and teams.
 Coordinate events, conferences, and meetings.

Operational and Project Management:
 Manage projects and initiatives as assigned.
 Develop and implement administrative processes.
Special Tasks:
Conduct research and data analysis.
 Develop and maintain databases.

Other tasks:
Managed front desk, phone calls, mail, and visitor reception.
Assisted HR with recruitment, training, and employee engagement.
Coordinated vendor management, inventory, and administrative
tasks.
Prepared presentations and managed employee performance.

EA and Office Admin  (Health & Glow Pvt Ltd) (Aug 2021 – Nov 2023)
Educational Qualification
• Higher Secondary (Science) – Albany Hall Public School, Kolkata
• Bachelor of Arts (Communicative English Major) – University of Calcutta, Kolkata
• Master of Arts (English Literature) – Vidyasagar University, Kolkata
Achievements & Awards
• Best Team Support Award for outstanding coordination during company-wide training programs.
• Youngest POSH member at Health & Glow; resolved a case within 1.5 months.
• GEM Award Winner for Q1 2023–24.
• Inter-class Gold Medalist 
• Inter-college Silver Medalist 
Languages Known
English, Hindi, Urdu, Bengali, Arabic
Hobbies & Interests
Travelling, Shopping, Reading Books
