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~ Senior Level Assignments ~

Operation Management/Office Administration/Budgeting & Cost Control 

CAREER AT GLANCE



A result-oriented professional with 18+ years experience in Operation Management/ Administration/Man Management/Plantation management/Vendor Development. Hands on experience in the field of Environment, which is innovative, challenging and rewarding, and which offers a profound knowledge base to enhance my talent, exposure, and zeal of learning. Looking at professional growth by way of coordination the organizational goals with personal goals. Expertise in devising strategies aimed at enhancing overall organizational growth, sustaining profitability of operations and improving business performance. A strategist cum implementer with recognized proficiency in spearheading business to accomplish corporate plans and goals successfully. Adept in establishing corporate goals and short term & long term budgets and developing business plans for the achievement of factory goals. Proficient in handling the activities in coordination with the internal & external departments for the smooth business operations.
PROFICIENCY FORTE



· Strategizing the long term business directions of the organization to ensure maximum profitability in line with organizational objectives

· Implementing process / policies for the organization and ensuring accomplishment of the business goals

· Creating and sustaining a dynamic environment that fosters development opportunities and motivates high performance amongst team members

· Harmonizing in promote the business and increase the sales of the crop or any other agricultural product made by the farm

· Ensuring smooth operations at all times and maintaining proper decorum & discipline by implementing & modifying the policies & procedures

· Overseeing factory production as per plan, safety management, quality management, energy efficiency management and environment friendly waste management

· Planning, directing and maintaining efficient factory operations; assigning and evaluating the work performance of personnel

· Handling routine maintenance/preventive maintenance schedule and calibration for equipment on a regular basis for higher productivity and efficiency
The key roles: Management, Administration (office & factory), Production, Processing, Cultivation, upkeep, Maintenance and Labour/man management.
· The key skills & responsibilities: 

· Ensure compliance of legal & statutory requirements.

· Team Management

· Time management

· co-ordination of departments

· Ensure  SOP  maintained and followed

· Communication(oral & written)

· Preparation Management information statement and reports.

· Presentation

· Budgeting

· Planning production, processing targets & resource utilisation

· Inviting tenders & Quotation approvals

· Cost control & analysis

· Fund requirement, payments & accounting system

· Crisis management

· Waste management

· Facility management

· Negotiations

· Public relation

· Purchase of materials, inventory & asset management

· Machinary maintenance & AMC

· Stock maintenance

· Dispatches

· Vendor development

· Value addition

· Contracts

· Man power assessment, requirement, recruitment, appraisal

· Grievance addressing/problem solving

· Labour & trade union management

· Decision making

· Ensure for the the compliance of the quality systems and procedures, audit compliance, preventive and corrective action

· Ensure for the smooth running of the Branch etc.

I have good exposure working in the corporate sector and their requirements. Have come across handled and handled many administrative activities over the years.
CAREER CONTOUR


Jun’2002 – Till September 2015: Aspinwall & Co. Ltd

Growth Path

2002 - 2005: Assistant Manager

2005 - 2009: Deputy Manager 

2009 - 2012: Manager

2012 – Sept 2015: Senior Manager

Role:

· Proficient for estate management pertaining to rubber cultivation, tapping operations, replanting operations, other upkeep, maintenance, contracts etc.

· Taking care of:

· Factory administration & processing of different grades of rubber products
· Tea operation, plantation
· Office administration which is related to correspondence, budget preparation, domestic enquiries, public relation, liasioning activities etc.
Highlights:

· Merit of receiving:

· Kerala state Pollution Control Board Award in the year 2009

· Kerala State Safety Award in the year 2012

· Kerala state Pollution control Board award in the year 2015

· Appreciation for getting grants and subidies from the Rubber Board Govt. of India
Feb’1997 – May’2002: M/S Harrisons Malayalam Ltd, Cochin, Kerala

Growth Path

1997 - 2000: Assistant Manager

2000 - 2002: Senior Assistant Manager

Role:

· Taking care of:

· Administration, production, processing, plantation cultivation and management
· Man management

ACADEMIC CREDENTIALS



· Graduated in Business Management from St. Aloysius college Mangalore in 1995

· Ap-tech Computer Education from Madikeri Centre in 1996
TRAININGS


· Short term Certificate Course CPISM undergone in Apple Industries Ltd. Coorg, Karnataka, India

· Participated Lead Auditor Training programme in the year 2007 for ISO certification
· Successfully attended the workshop conducted on Environmental Legislations in Industries with the support of Bharat petroleum, Kerala state pollution control board. National safety council, Kerala chapter
· International Rubber conference organised by Rubber Board of India in the year 2010. At Kovalam India.

· Global Rubber conference held in Sri Lanka in the year 2014
IT SKILLS



· Operating System: Windows, DOS

· MS Office: MS Excel, MS Word, Power point, Outlook

Declaration 

I hereby declare that all the information above given is true to my knowledge.
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