Sangeeta Suri

D-96, B.K. Dutt Colony, New Delhi – 110 003
+91-9818393030 / sangeetasuri75@gmail.com
	Areas of Expertise
	Skills & Strength

	· Customer Relations 

· Cost Controlling

· Office Administration, Policy Implementation, EHS
· Vendor Management & Supply Chain 
· Project Coordination, ERP 
· MS Office (Excel, Word, PowerPoint, Outlook etc.)
	· Resourceful

· Proactive Approach

· Time Management

· Team Player

· Good Communication Skills 
· Capable of Handling Stress


Work Experience Summary
	S.No.
	Organisation
	Duration
	Designation

	1
	GE Power 
	Jun 2008 to till Date

(9+ Years)
	Lead Fulfilment Executive to ESP Business



	2
	Foster Wheeler 
	Oct 2007 – May 2008

(7 Months)
	Project Secretary to Project Director Asia Region

	3
	Alpasso Industries 
	Jul 2003 – Sept 2007

(4 Years 3 Months)
	Executive Assistant to MD

	4
	Sarda Plywood 
	Nov 1995 – Jun 2003

(7 Years 8 Months)
	Executive Secretary to Director Sales 


Professional Experience
GE Power India Ltd.                                                                         (Jun 2008 to till Date)

As an Lead Fulfilment Executive 






         (Dec 2016 to till date)
· Keeping a close eye on deadlines (Order Booking, Drawing & Document transfers, Order placement & Order delivery schedule)

· Proactive approach to resolve queries internal / external (OTR Phase) 

· Interaction with the customer / vendor to meet supply deadlines
· Coordination between Engineering, Project Management & Supply Chain for execution of orders

· Project Consolidation, Report Generation, ERP 
· Managing Inventory of AQCS products (Electrical & Mechanical)

· Inventory Forecast

IS Manager (IT Operations & Cost Control)                                                                (Oct 2014 to Nov 2016)
· Analyze and validate business IT needs - Assets / Software / Applications and licenses

· Asset Verification - Maintaining database of assets and validation of expenses

· Validation of Business applications and software - securing users access rights

· Procurement of IT Peripherals (assessment of need, validation and procurement)

· Ensure compliance with internal control requirements, statutory regulations and IS&T Policy (Corp e-Book)

· Keeping control to minimize IT cost without compromising business output.

Contd…………2/-

-: 2:-

Executive Assistant                                          




    (June 2008 to Sept 2014) 
· Managing multidimensional complex Calendar viz., scheduling meetings with the stakeholders, arranging customer meetings, Travel arrangements (Domestic / International), Visa process, Ticketing, Forex etc.
· Prepare and maintain TO-DO list, Research for accurate documents / reports / Contacts for Business Leader, Circulate MOM, Follow-up on action points with the team
· Handling confidential and sensitive documents/data.  
· Support Global Team while travelling in India, issue Visa Invitation Letters, accommodation & other logistic arrangements 
· Coordination with various Business Heads / Team Members for data validation and follow-up on pending action plans. 

· Arrange business meetings with senior officials of Public Utilities and industrialists.

· As and when require liaise with various Embassies for issue of Visa for Management Team. 
· Event planning & organizing (Inbound / Outbound), Yearly events, Management Meetings, Sales Meets etc.
· Responsible for developing, implementing, and communicating policies and objectives, handling unforeseen issues, and serving as a liaison to clients, internal staff, and external contacts.
· Recognized and valued as a discreet and knowledgeable manager and partner, with the ability to juggle and prioritize needs while ensuring speedy responses to logistics and business concerns.

Foster Wheeler Energy India Pvt. Ltd.                                      (Oct 2007 to May 2008)

Project Secretary to the Project Director Asia Operations (an Expat)
· Exploring manufacturers / vendors / suppliers for EPC contract.  
· Rate Contract / Agreement finalization.
· Co-ordinate between different offices to gather documents / drawing for Project
· Issue documents & drawings to the stake holders and keeping track of these documents / drawings.  Updating IOCL Management Team on weekly basis with the latest revision of the drawings / documents. 

· Arranging and lining-up Conference Calls, internal meetings, circulation of agendas and provide support in making Presentations. Taking care of Electronic Project Filing System 

· Handling routine correspondence confidentially and independently. Browsing daily e-mails, screening, replying and filing in relevant directory structure.                           
Alpasso Industries Pvt. Ltd                                            
         (Jul 2003 to Sep 2007)                     

Executive Assistant to Managing Director  

Alpasso is a Power and Energy sector company and primarily in power distribution.  

Sarda Plywood Industries Limited                                             (Nov 1995 to Jun 2003)
Executive Secretary to Director Sales  

Sarda Plywood is a renowned plywood manufacturing company.  Popular brand Durobord and Pumaply.
Educational Qualification:

· MBA in HR (2008-2010) from AMITY University – CGPA 7.31 

· Bachelor of Arts from Kalindi College, Delhi University (1992-1995)

