HEMANT 
E-Mail: hemant.203785@2freemail.com
Personal Details
Gender: Male
Nationality: Indian
Marital Status: Married
Date of Birth: 3rd Mar 1968


SUMMARY
· A highly qualified professional with more than 26 years of experience in handling mid-management administrative assignments
· Extensive experience in general and personnel administration for all the branches including property management, vendor management, infrastructure management and cost controls
· Immense understanding of administration methodologies, strategies, and methodology that are associated with the organization
· Hands-on expertise in supporting project teams based on standard procedures and policies
· Experienced at monitoring and resolving the branch wise complaints within the specified TAT
· Skilled at handling housekeeping, security, maintenance, procurement and contract activities
· Deft at providing logistics support and managing human resources operations to ensure smooth flow of work
· Versatile in cost effective management of all day-to-day activities in co-ordination with internal /external departments for smooth business operation
· Conversant in working with entire phases of MS Office Suite along with Visual Base software program operations 
COMPETENCY MATRIX
	· Asset Verification

· Statement Billings

· Team Management
	· Vendor Management

· MIS & Documentation

· Inventory Management
	· Corporate Administration

· Replenishment Of Materials

· Budgeting & Cost Controlling

· Database & Records Management


EDUCATION
· Bachelor of Commerce from University of Pune, India - 1990
WORK EXPERIENCE 
	Employer
	Designation
	Duration

	Bharati AXA Life Insurance Company Pvt Ltd, India 
	Senior Manager - Infra & Administration
	Mar 2015 - Jul 2016

	HDFC Standard Life Insurance Company Ltd, India 
	Senior Manager - Administration
	Sep 2006 - Mar 2015

	Samsonite South Asia Pvt Ltd, India 
	Stores Executive
	Jun 2004 - Sep 2006

	Haldex India Ltd, India 
	Executive - Stores & Materials
	Jul 2000 - Jun 2004

	EPC Industries, India 
	Executive - Stores and Materials
	Oct 1993 - Jun 2000

	Prashant Khosla Pneumatics Ltd, India 
	Assistant – Stores
	Nov 1990 - Oct 1993


KEY RESULT AREAS
As Senior Manager - Infra & Administration
· Managed the controlling activities of asset maintenance and consumables management
· Interacted with regulatory authorities such as MCGM, Electrical Department and Municipal authorities on a regular basis
· Examined monthly and annual provisions as per approved budget
· Handled the infrastructure activities of the branch through coordinated with regional and zonal level administration teams
· Ensured the issuance of purchase orders on a timely basis
· Catered necessary support for organizing various events within the organization
· Collaborated with branch heads as well as branch operation team on a daily basis
As Senior Manager - Administration
· Communicated with Facility and Property management of Lodha Corporate Office
· Validated the vodafone corporate accounts as well as managed their payments using MIS reports
· Supervised the corporate communications and interfaced with executive committee team whenever required
· Provided an accurate support to the secretary of the company with respect to board meetings 
AVAILABILITY
· Planning to relocate immediately
LANGUAGE SKILLS
· Fluent in English

References are available upon request
