SANGEETA CHAUDHARY
Permanent Address: House no. 111, Old Housing Board Colony, Near Devi Mandir, Panipat-132103,(HR) 
Correspondence Address: H. No.GH-2, Plot No.72 Meenal Apartment, Sec-5 Rajender Nagar Sahibabad, Delhi.      Cell: +91-9910879428; E-Mail: sangeeta.bajpai0202@gmail.com
Administration, HR & credit operations professional with Approx.15 years of experience 
· Extensive experience in coordination, handling operations ,administration & HR activities 
· Core competencies in - administration services delivery, ensuring cost effectiveness, vendor management, financial risk management, analytical skills, team management and conflict resolution.
· Comprehensive knowledge on various statutory requirements, guidelines as well as regulations laid down by the Organization.

· Excellent communication and analytical skills.
ACADEMIA

Advanced Certificate Course in HR, from AIMA (All India Management Association-Delhi)

Master of Business Administration (MBA-HR), Sikkim Manipal University

Master of Computer Science (IT), Maharishi Dayanand University, Rohtak
Post Graduate Diploma in Computer Applications, Kurukshetra University, Kurukshetra
Bachelor of Arts, Kurukshetra University, Kurukshetra
EMPLOYMENT HISTORY
· Presently working as Officer Administration with Public Health Foundation of India, Indian Institute of Public Health, Delhi since Aug 2010 .

· Worked with Fullerton India Credit Company Ltd. As Credit Officer Administrator from Aug 2007 – April 2010.

· Worked with Development Credit Bank Ltd. As Credit Ops from Nov 2006 – Aug 2007.

· Worked with ICICI Bank Ltd. As Senior Credit Associate from Feb 2006 – Nov 2006.

· Worked with HBL Global Pvt. Ltd. HDFC Bank as Officer from July 2004 - Nov 2004

· Worked with Ultimate Financial Services -DMA of ICICI Bank Ltd. As Product Manager from Jan 2002 – June 2004        

PROFESSIONAL EXPERIENCE

Public Health Foundation of India, Indian Institute of Public Health-Delhi, Aug 2010 -----Till Date
Officer Administration………………. Reporting to Director, IIPH-Delhi
Key Responsibilities 
Administrative function 
· Handling administrative functions:  transportation, security, housekeeping, infrastructure management, facility management, vendor management and office administration.
· Handling a team of five assistants to fulfil administrative functions.
· Independently organize and support various workshops, meetings, conferences / consultation.
· Facilitating and managing project dissemination.
· Managing and handling the entire purchase process from identifying requirements to purchase order.   
· Providing day to day administrative support to the organization and assisting staff as well.
· Managing portfolio including booking of air tickets, train tickets, hotels, taxi hiring for various department of the organization.
· Maintaining the training and academic calendars to facilitate the scheduled meetings.

· Support in stock monitoring and physical verification of assets conducted at periodic intervals.
· Oversee and facilitate resources management and administration procedures and documentation.
· Responsible for handling Imprest Amount.
HR support 
· Managing employee induction program, personal files, handling end to end recruitment, contract renewal & extension, exit Interview, coordination with central HR team.
· Relieving formalities, Clearance, relieving letter, Exit Interview, Final settlement .

· Execute talent management strategy including policy development, documentation, training and implementation ensuring compliance with employment law and regulatory concerns;

· Manage recruitment initiatives through coordination and management with external recruiting agencies and recruiters;

· Monitoring & updating leave and attendance record and update central HR team periodically.
· Dealing with all HR related post and mails.
· Issuance of ID cards/Access card to employees and students. Maintenance and updating the record related to the same.
· Furnish information to central HR as per requirement.

Vendor Management 
· Assisting to explore new vendor and managing the services of existing vendors.

· Negotiating Service level Agreements with various vendors to ensure proper administration of all activities.
· Handling the entire purchase cycle from identifying requirements, getting & evaluating quotations from different vendors, finalizing vendor and then purchase of product by completing all necessary documentation (Preparation of note sheet, approval note and Purchase Orders).
Procurement 
· Participated as a member administration in procurement team.

· Prepare Minutes Of meeting, Approval Notes and Work Orders.

· Active participation in Tender Process.
· Preparation of technical & financial reports under the supervision of seniors.

· Check credentials of related vendors.

Reconciliation and Payment process 
· Segregation and Compilation of general and project related bills, meetings, workshops and general.

· Verification and coordination with account department for payment process. 

· Reconciliation of bills and statements for all service providers.

· Shorten the turnaround time for billing cycle.

· Maintaining and updating the record of payments.
Support 
·  Provided support in services, i.e. stores, purchase, logistics, food, housekeeping of the institute.
·  Facilitate and support in getting ready the printing materials for various departments by following the          purchase cycle.
·  Provide support to academic team for smooth functioning of the academic programs.
·  Active participation in Demand Generation (DG) activities through providing DG materials and arrange timely travel as per  requirement.
Supervision 
· Supervise & delegate work to administrative support staff in arranging meetings, workshops / Trainings and academic support.
· Supervise and control on dispatch section (For Distance Learning Programs).
· Administrative support to research staff in all aspects.

Fullerton India Credit Company Ltd. 




       
      Aug 2007 – April 2010
Credit Officer Administrator
· Administering Credit Operations of the organization & managing key activities such as Credit Appraisals and Documentation.

· Leading and training team of executives, providing them training, guidance and motivation to enhance their productivity.

· Employing strict procedures to effectively comply with TAT (Turn around Time) for approval and disbursement of loan.

· Addressing various issues, complaints, grievances raised by customers and resolving them at the earliest possible time.

· Scrutinizing the documents submitted by applicants and ensuring their genuineness and completeness.

· Carried out credit appraisals of borrowers, performed risk analysis and determined the quantum of loan based on the borrowers' credit score.

· Reporting on suspicious fraudulent applicants to the management to mitigate fraud and prevent losses.

· Maintaining cordial relationship with customers, by effecting prompt response in the disbursal of loan.

· Generating MIS reports with details of Applications under process, Applications approved, Amount disbursed, Applications rejected, etc.

Development Credit Bank Ltd., New Delhi




       Nov 2006 – Aug 2007
Credit Ops (Secured Asset)
· Successfully managed credit processing & disbursement of files for Delhi, Chandigarh, Haryana and Jaipur in adherence to various credit policies of Construction equipments and Commercial vehicles.
· Coordinated with Fraud Investigation Agencies, Valuers & Dealers and with Area Credit Manager and Credit Head for acquiring credit waivers. 

· Generated accurate MIS reports with details of applications under process, Applications approved, Amount disbursed, Applications rejected, etc.

· Conducted regular follow ups and functioned as key contactable person between Sales, Credits and Operations for the Northern Region.
Short Term Assignments 
ICICI Bank Ltd., Karnal
 

            


                    
        Feb 2006 – Nov 2006

Senior Credit Associate (Construction Equipment)
HBL Global Pvt. Ltd. (HDFC Bank, Panipat)


       
                    July 2004 - Nov 2004

Officer (Credit Card Division)

Ultimate Financial Services, Panipat/Karnal



                   Jan 2002 – June 2004

Product Manager – Sales (Credit Cards)

Training / Workshop Attended 
· Workshop on Leadership at Indian Institute of Public Health Delhi

· Workshop on Project Management of Health Programs at Indian Institute of Public Health Delhi

Certificate of Achievements 
· Online certification on Negotiation and Conflict Resolution.
· Online certification on Human Resource.
· Online certification on Principle of Project Management.

References :-

1. Mr. Dheeraj , Data manager-Research Admin. 3. Mr. Satish Kumar , People and Operations Officer
Public Health Foundation Of India  VSO India , New Delhi

Contact No. :  (+91)  9968692017  Contact No. :   (+91) 98104 18343

Email Id : kumar.dheeraj@phfi.org   Email Id : satish.kumar@vsoint.org 
2. Ms. Surabhi Mishra , Librarian 
Indian Institute of Public Heath-Delhi

Contact No. :    (+91) 9810949323

Email Id : surabhi.mishra@iiphd.org
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