Banafar
Banafar.219981@2freemail.com 
LOGISTICS CADRE (EX. - INDIAN  NAVY)
HR Manager & Society Coordinator – Aurora Consortium

Office & Camp – Manager – Larsen and Toubro(Oman)LLC
■ Liaising & Coordination ■ Cost control, Planning, Insurance Settlements, Office Management, Accounts & Administration. Relationship Management

Professional Profile

Highly accomplished in Administration with 25  years   of rich & extensive experience in Administration Division (Logistics Department) in Indian Navy – Services.  Comprehensive experience in managing Administration Department - Logistics Department (Pay & Passage for Officers & Sailors) in Indian Navy Ships & Establishment,  HR Manager at Aurora Consortium, Educational Institutions at Hyderabad, India  and Larsen and Toubro (Oman) LLC with expertise in Staff & Workmen Administration at Sites & Head Office / Camps ie. planning, Maintenance of Time Sheet and updating Time  sheet for workmen , scheduling, executing involving planning, budgeting and resource administration with a flair for adopting modern methodologies in compliance with quality standards.  Maintenance of Motor vehicles of Company, Resourceful in coordinating with various departments like Purchase,  Sanction, Approval, Inventory Control, Cost Control etc. for the Workmen Camps in Construction Area.  Strong relationship management & communication with an ability to identify & network   with Site Members. Excellent analytical, trouble shooting & inter-personal skills with proven abilities maintaining quality enhancements, process improvement & cost savings in Workmen Camps initiatives during the career at Larsen and Toubro (Oman).
Areas Of Expertise



· Highly experience in Logistics Cadre and can assure savings to any construction project involving heavy capital expenditure.
· Performance Management, Recruitment Policy, Tactfulness when dealing with People, 

· Worked in confidential services in Indian Navy.. 
· Expert in estimating and monitoring Workmen Camp Cost from the feasibility stage of a Setting up of Camp through the completion of Final setup.
· Analytical decision making when required, Good Planning of the situation
· Liaison Officer duties with VVIP of Organization during their visit to Muscat.

· Proficient in preparing Bills, itemizing the expenditure of Food, Medical, Transportation, Water & Sewage for progress payments for variations and changes and ultimately for statistics and valuation.

· Monitors and evaluates the progress of payments at regular intervals.  Monitors changes to quantities which may arise by reference to appropriate bill of quantities rates.  Analyses claim prepared by vendor for payments and additional work done.

· Work closely with various site accountants, engineers, suppliers & contractors.

· Conforms strictly to norms, standards and ethics and works to very rigid time schedules and requirements of the  Camps on hand.

Employment History & Projects


 (Oman) LLC :  




Aug 2008 - Till-to-date
Asst. Admin Officer & Camps Administrator
Taking care of the Head Office Maintenance, Staff Bachelor  Accommodation, VIP Guest Houses, Transportation Maintenance, Renewal formalities of Registration Documents of vehicles around 700 Vehicles at ROP and Municipal Authorities and Liaison Officer Duties during VVIP visit at Oman, Workmen Camps (Seven Camps) situated  at Muscat of Larsen & Toubro (Oman) as Camp Administrator.  Maintaing  strict disciplinary among the workmen at Camps, Planning and coordination regarding allocation of workmen accommodation, Inspection of the workman accommodation, Inspection of cleaning standard of the Camps, House Keeping at Camps, General Hygiene, Catering, Scrutinize the suggestions/complaints raised by the Camp Boss and ensuring the implementation of remedy measures.   Ensuring,  the Company / Hire Vehicles  allotted to reach the various sites on  schedule time as per site requirement. Taking care of HSE issues to maintain Safe and Healthy environment in the Camps.  Ensuring, the discipline to be maintained in the Camps by the workmen. Coordinating with Government authorities during inspection and maintaining Camps as per norms of Government at Workmen Camps.
Aurora Group of Institutions, Hyderabad, India 


Oct 2003 - July 2008

HR Manager & Consortium Administrator

In the tenure of Aurora Group of Institutions  as HR Manager & Society Administration of Aurora Consortium including Fixation of Pay & Perks, Recruitment of Teaching and Non Teaching Staff through outsource and Performance Analysis of Staff, Payroll administration of Teaching and Non Teaching Staff, Relationship with Teaching & Non Teaching Staff, Maintaining Records of Absence, disciplinary activities, sickness etc. and internal promotion basis analysis of qualification of 13 Colleges (7 Engineering Colleges and 6 MBA/MCA colleges)  with the manpower of 3500 employees including Teaching and Non Teaching Staff. Coordinating with Directors of Consortium regarding requirement of Manpower in departments, Coordinating with Account section regarding salary distribution,  Taking care of Security Activities, Good Planning, Analytical decision Making, Coordination among engineering colleges and Consortium pertaining to establishment of New Courses in Engineering stream,  House Keeping, AMCs, Office Management, Liaison with Service providers, Discipline, Attendance, Leave, Policy Manuals, Staff Amenities, Men Management, Coordinating Quarterly administration / Welfare Meeting.

Indian Navy (Services)






May 1988 - May 2003
Petty Officer Writer
Served in Logistics department (Administration & Accounts Division  of Officers and Sailors) of the Indian Navy as Administration In-charge at Ships & Establishments, Naval Headquarters, Services Selection Board of Indian Navy Officers at Bangalore. On completion of 15 years of services retired on 31 May 2003 as Petty Officer (Writer) in Logistics Department.

Computer skills


Microsoft office (Excel, WORD, POWER Point).

Knowledge of Internet

Training Workshop


Training Course in Petty Officer Leadership Management Course at Indian Navy Establishment Agrani, Leadership School of Indian Navy at Coimbatore  -  Successfully Completed.

Successfully completed Security Officer course In - Industrial Safety & Safety Management, Fire Fighting & First Aid Course at National Institute Of Security Management at Bangalore

Training Course of Petty Officer Writer “Q” Course Logistics at Indian Naval Establishment  Hamla, Professional School of Logistics of Indian Navy. 

Educational Credentials


P.G - OSMANIA UNIVERSITY - HYDERABAD

Master of Arts  - Public & Personnel Management - 1995-97

DEGREE - INDIAN NAVY - MINISTRY OF DEFENCE, INDIA

Degree on completion of 15 Years of Experience in Logistics Department in Indian Navy.
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