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	· Academic/Professional Qualifications: 

·   Post Graduate Diploma in Business Management – Operations Management (June 2013)                                       

·   Bachelor of Commerce (B. Com) (June 2010)

·   Diploma in Aviation Management (May 2005)



	· Professional Experience :  5 years

Organization :  Procat Catering

Location : Dubai , United Arab Emirates
Duration : May 2014 to Till Date
Designated as ‘Facilities - Coordinator, the role include work in various domains like 

· Coordinating with service staff/agencies on closure of complaints.

· Analyzing complaints (with seniors) on possible improvement areas & working out means to achieve same.

· Facilities Management- Housekeeping, Repairs & Maintenance

· Identification of prospective vendors, contractors, suppliers, facility management organizations for the required maintenance works.

· Accounts - Co-ordination with department for supplier / vendor billing process and payments. 

· Asset Management – Physical assets tracking .

· Collecting/understanding internal issues of Clients (Internal & external) related to facilities (Housekeeping, Security, Repair & Maintenance, Air conditioning,HVAC, plumbing, electrical works) & general administration.

· Relationship Management with statutory authorities & service agencies.

· Office administration & Purchase Coordination.

· Scheduling for Grease Trap maintenance & waste management. 

· Providing support to event administration team as & when required in areas like Guest management, facilitation etc.

· Vehicle arrangements for food deliveries.

Organisation: Shiram Finance 
Location: Mumbai, India 

Duration : March 2012 to December 2013           

Designated as ‘Executive-Admin , the role include work in various domains like 

· Human Resource Support: Attendance Processing, Sub-staff management 

· Billing & Payments -  Making of bills & invoices against printing stationery requirements & Enter records in SAP modules.

· Pre Audit & Purchase Coordination for human resource.

· Relationship Management with statutory authorities & service agencies

· Office administration, 

· Claim processing coordination

· Asset Management – Physical assets tracking  

· Facilities Management- Housekeeping, Repairs & Maintenance

· Routine payments- Electricity, Telephone, Service providers 

Nature of work for every domain above includes planning, driving execution of associated activities, vendor identification and vendor payment. 

Organisation: Sify Technologies (Facility & Operational Management)

Location: Mumbai, India 

Duration : October 2010 to March 2012         

Designated as “ Executive - Facility & Operations”, the role includes: 

·  Accounts - Co-ordination with department for supplier / vendor billing process and payments.

· Guest Villas Management – Identification of guest house, tracking repairs, preparing list of snags of the required Civil (painting, internal and external finishes works, aluminium and glasing works, joinery, etc.) and MEP works (HVAC, plumbing, electrical works, BMS and so on).  

· Identification of prospective vendors, contractors, suppliers, facility management organizations for the required maintenance works.

· Facilities management of the office areas: Monitoring Housekeeping activities, Security & Routine maintenance activities (Electrical, Air conditioning, plumbing, joinery, etc.), reactive and preventive maintenance required for the office areas. 

· Hospitality & Events Mgmt: To execute indoor & outdoor events of company  e.g. Annual Day event, Group Parties, Meetings & conferences, team building meetings and so on. 

Organisation: High Street Phoenix   (Facility Management)

Location: Mumbai, India 

Duration : November 2009 to October 2010                                        

Designated as ‘Floor Manager, the role principally includes activities in facilities management areas like 

· Collecting/understanding internal issues of Clients (Internal & external) related to facilities (Housekeeping, Security, Repair & Maintenance, Air conditioning ) & general store operations 

· Coordinating with service staff/agencies on closure of complaints

· Tracking customer feedback post closure of complaints

· Analyzing complaints (with seniors) on possible improvement areas & working out means to achieve same.

· Providing support to event administration team as & when required in areas like Guest management, facilitation etc.

Organisation: SPANCO Telesystems

Location: Mumbai, India 

Duration : April 2005 to March 2006
               Spanco Telesystem is a transaction processing company. Designated as ‘Customer Support Executive’, the job includes back office operations management for client ‘Air India’. The role includes activities like

· Understanding client request related to operations of client business (Ticket booking)

· Analyzing the best freight  considering the requested timelines

· Coordinating with clients on possible options. Getting the bookings confirmed

· Managing feedback on service & travel



	· Areas of Interest:   

 Working in the area like Facilities management, Mall Management, Company Administration & Operations.                                              



	· References:

Available upon request.  
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