RESUME
Name



:          RADHAKRISHNAN

RADHAKRISHNAN.128386@2freemail.com 

Date of Birth
     

:
29-08-1953
Sex



:
Male

Martial Status


:
Married

Religion


:
Hindu

Nationality


:
Indian

Educational Qualifications
:
SSLC (March 1969 - English Medium)






Kerala University






ISc (Bangalore






University)






Knowledge of Typing 






and Shorthand






Knowledge of Computer viz.






WS2, WS4, WS5, WS7, DBASE






Microsoft/Excel/Internet  etc.

Languages known

:            Hindi, English, Malayalam, Tamil,






Kannada, Marathi and Gujarathi

Experience
1.1.1970 to 31.10.1972

:
Accounts Assistant, Machinery






Trading Corporation, Fort, Mumbai

20.11.1972 to 16.1.1989
:
ICICI Mumbai





a.
Typist/Steno/Steno Pool Head -






Legal/Follow-up and Project 






Deptts.





b.
EA to Zonal Manager, ICICI Delhi





c.
EA to General Manager - Legal/






Wholetime Director





d.
EA to almost all Top Executives of






ICICI including the present no.1 






and 2 of ICICI

17.1.1989 to 31.3.1995

e.
EA to Zonal Manager, ICICI Chennai

1.4.1995 to 31.8.1996

f.
Promoted to Junior Management III






(Senior Officer) on April 1, 1995.





g.
Franchisee for ICICI Bank/Shriram






Group of  Companies for 5 years.





 h.
Thereafter,  in-charge of a tuition






centre/PGH in Bangalore, for  a period of






7 years.





 i.
HR Consultant for C-ord Tech. Tools, Bangalore






(occasionally).

Since 10.3.2008 

-
Senior Executive Officer 

(Admnn./Personnel/Estates/Accounts) with






Bhilai Engineering Corporation Limited, Bangalore 
I.
Responsibilities in ICICI/ICICI Bank throughout the said tenure included exposure in various deptts. Exposure/Experience, departmentwise, briefed below:
LEGAL:
Editing of various legal documents c/o.loans to Corporate Houses (around 4000 cases with ICICI, then). The documents, to mention a few here, are Heads of Agreement, Prospectus, Memorandum of Understanding, Letter of Underwriting, IIM/SEM/Board /COD/COE/BIFR/AAIFR Notes/Deed of Hypothecation,Deed of Undertaking, Memorandum  of Entry, Form Nos.17 & 8 to Registrar of Companies, Corporate Court matters, scattered correspondences to these borrowers, prior to/subsequent  to approval/sanction/commitment/disbursement of  loans.

Editing of Staff Housing/Vehicle/Furniture/Telephone Loan Agreements.

FOLLOW-UP:
Follow-up work with the borrowers, in consultation with the dealing senior executives,  for sanction/commitment/disbursement of the loans.
PROJECTS:
Editing of “Projects on Hand” and Project Appraisals c/o.both existing and prospective borrowers.
MARKET RESEARCH & ECONOMICS:
Browsing/editing of Market Research Notes on the viability of the  Projects based on Project Reports submitted by the borrowers.

LEASING:

Upon transfer to the Leasing Division, was exclusive EA to the Chief Leasing – then, Mrs.Lalita D.Gupte, who is now at the helm of ICICI Venture Capital. During this period, had also worked for and with Mr.KV Kamath, then, CEO of ICICI Bank and now Non-Executive Chairman on the Board of ICICI Bank.
HR ADMNN/PERSONNEL upon promotion to JM III (Management III) - for staff matters related to ICICI/ICICI Bank, Chennai/Coimbatore:
(A)
PERSONNEL
(a)
Filtering of candidates for recruitment;

(b)
Staff employment records;

(©)
Muster details;

(d)
Maintenance of staff leave records;

(e)
Settlement of LTA claims;

(f)
Over-the-Counter (OTC) medical reimbursement;

(g)
Medical reimbursement;

(h)
2/4 wheeler petrol/maintenance reimbursement to staff based on basic salary;

(i)
Follow-up/co-ordination for all types of loans to staff viz: housing/vehicle/furniture/telephone etc;

(B)
ADMINISTRATION
(a)
Board/Conference Rooms booking co-ordination;

(b)
Holiday Booking Home in-charge;

(©)
Co-ordination for Board/COD/COE/SEM/Small Loans Meetings, once in a month;

(d)
Co-ordination for IIM/BIFR/AAIFR matters once in three months;

(e)
Co-ordination with HO for Board/COD/COE/SEM/IIM/BIFR/AAIFR cases and all staff matters emanating from Chennai & Coimbatore;
II.
Sept.1996 to March 2001 
Franchisee for ICICI/ICICI Bank Safety Bonds/ Shriram Group of Companies’ investment products
III.
May 2001 to April 2007 
Own PGH/Tuition Centre at Bangalore, India
IV.
Exposure in Bhilai Engg. Corpn. Ltd (BEC), Bangalore, Since 10.3.2008 =  “Senior Executive Officer (Admnn./Accounts/Personnel/Estates)”
(A).
Overall co-ordination for personal/personnel/administration/accounts functions – LO/HO/BO, details of which are reproduced below:
(a)
Exclusive EA to ED;

(b)
Monitoring/scrutiny of pending payments (cash+cheque) and clearance of the same, on a daily basis;

(c)
Browsing of emails (gmail+outlook) and forward to ED and concerned executives – this, to be done occasionally;

(d)
Routine monitoring of accounts payments and entry of the same on the spot;

(e)
Monthly accounts statement to HO/Reconciliation;

(f)
Coordination with BEC’s Bankers;

(g)
Follow-up for courier service;

(h)
Follow-up for stationery;

(i)
Follow-up for conveyance;

(j)
Follow-up for hotel bookings;

(k)
Follow-up for ticketing, both domestic & international;

(l)
Follow-up for occasional FE/PP/Visa needs;

(m)
Follow-up for Office rent/ electricity,water, newspaper, bills etc;

(n)
Follow-up for Office telephone bills payments;

(o)
Follow-up/Coordination for networking solutions;

(p)
Scrutiny of attendance muster/sending them to HR HO on a daily/monthly basis; and

(q)
Maintenance/Confidentiality of staff  matters. 

Here, in BEC, though Accounts is not my forte, repeated coaxing/support with tips from my ED has resulted in my doing this function and am now professionally richer in this area too.
V.
“HR Consultant”  for Co-Ord Tech Tools, Bangalore,  w.e.f. 15.6.2008 (this is occasional)
VI.
Franchisee for reputed FOREX/Travel/Hotel chains in Bangalore (this is also occasional)
+ points:


Said 29 yrs. exposure In ICICI Bank/communication skills/self-correspondent/knowledge in computer operations viz.MS Word/Internet/Excel etc. 
- points:   

Though the said commitment to entrusted  duties is a ‘plus’, I do have the habit of expecting 3 ‘I’s (Interest/Involvement/Innovation)  from my colleagues (and sometimes from superiors too) and this expectation, if matched against my professional output, would lead to a ‘minus’ in today’s ‘taken-for-granted’ professional atmosphere.

Final Touch Up:

The span of tenure mentioned above is so huge that I feel I must have missed to mention some more connected responsibilities, in detail. 

Won’t hesitate to submit here that professionally, am worth my age/experience, but, touchwood, I feel that my mental altertness/physical structure is adequate enough to support/supplement any entrusted responsibilities and to suit the needs of the employer, open to any professional nurturing.
