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CAREER PROGRESSION
Admin & HR manager 

PENGALA LEARNING PVT LTD-Bangalore, India
Nov 2011 to Feb 2015 

Administration
· Providing comprehensive administrative support in terms of - procurement of office inputs, furniture & furnishings, office infrastructure & facilities management, cleanliness & hygiene, logistics etc-  to ensure hassle-free operations of the company and  its multiple centers around the city. Generating substantial savings in procurement costs with effective vendor coordination, planning and negotiations.
· Played key role in startup operations of this organization by identifying & selecting suitable office space and managing entire logistics to set the office in operational mode.  

· Successfully set up the several centers and overseen administration thereof.
· Drawing up administration budget and maintaining office expenses within approved budgetary limits.  Preparing /submitting Admin related MIS reports as per defined reporting schedules. 
Human Resource Management 
· Drawing manpower plan for Technical and Non Technical roles in coordination with all functional heads.  Efficiently utilizing HR research , social networking to recruit qualified personnel. Organizing/ scheduling interviews in coordination with departmental heads to facilitate selection process.  Arranging induction trainings for new recruits to integrate hem with the system. Promoting company’s image as “employer of choice” both internally and externally.
· Effectively handling other HR activities including wages & salary administration, grievance handling, discipline, performance management,  Leave management,  succession planning including compliance with statutory provisions like PF, ESI etc  Providing motivational inputs to create cohesive and qualified workforce with strong sense of affiliation.  
· Taking care of End-End HR activities 
* Joining formalities, Induction process. 
* Rolling out offer letters for new Joinees 
* Generation of Appointment letter 
* Co-ordinating with banks for salary account numbers of employees and ensuring the salary credits 
to the same 
* Salary Revision Letter/Promotion Letter/Extension Letter 
* Processing of all the reimbursements. 
* Maintaining employee records, attendance, leave and appraisals. 
* Managing HR backend processes like maintenance of employee database, personal records etc 
* Maintaining Attendance and Leave Registers of the employees. 
* Exit interviews 
* Responsible for managing employee engagement including generating ideas from employees, 
organizing events in special occasions, organizing Indoor/Outdoor activities and managing rewards 
& recognition. 
* Initiate Employee Referral Activities and conduct floor walks 
* Prepare Presentations and Manuals 
* Prepare the appraisal letter as per the ratings 
* Initiating rewards & recognition programs and implementing incentive system for motivating 
Employees 

Operation manager


USHA CONSULTANCY-Bangalore, India 
May 2010 - Nov 2011   
The firm is engaged in providing facility management services.

· Promoted and delivered Housekeeping services to wide range of sectors like Supermarkets, Shopping malls, Hospitals, Hotels and IT industries. 
· Planned, mobilized and managed purchase of materials needed for smooth implementation facility management projects.
Technical Support Representative
MIRCROLAND PVT LTD- Bangalore, India 
May 2008 - May 2010
· Resolved technical queries of the Customers of United States of America over phone on External Hard drives of Western Digital products. Effectively managed escalated issues of the team
· Monitored Team Ownership calls to enhance overall Team CE.
PVT. OFF. OF H.H.DR. SHEIKH SULTAN BIN KHALIFA BIN ZAYED AL NAHYAN - Dubai, UAE 

Assistant Executive Housekeeper     





 Jan 2007 – Jun 2007

JOB DESCRIPTION

· Responsible to handle all of H.H.Dr.Sheikh Sultan’s Palaces.

· Responsible to educate staff to work in a professional manner

· Responsible in bringing about an improvement in the service standards both in Housekeeping and F&B in Sheikh’s offices and palaces.

· Bringing about uniformity in the standards and maintaining the same.

· Deputed directly by the Executive Housekeeper of Fairmont Dubai Hotel to maintain disciplinary levels in the Sheik’s Palace being Sheikh Sultan the owner of Fairmont Hotel Dubai and son of UAE President. 

A) Housekeeping

· Worked on to analyze every individual staff and accordingly an action plan was prepared bearing in mind that staff there were not professionally trained as required by the Sheikh. 

· Purchased required cleaning equipments.

· Brought up system of staff working on a weekly schedule with an off and specific number of hours work for a day. Duty roster was brought in to practice.
· Conducted training on cleaning methods and various steps involved in different areas of work with the use of proper tools, equipments and machines.

· Worked on training and educating staff to live and work up to the expectation, a detail report was made on the present staffing it was submitted to management and suggest to hire educated, experienced and youthful staff. 

· At the laundry an effective system was made to manage the laundry(eg: guest laundry Marking & sorting, delivery timelines)

· Laundry setup was changed and organized by providing proper equipments and chemicals. 

· Conducted training on laundry procedures, health and safety issues and proper usage of laundry chemicals. 
Floor Supervisor

 THE FAIRMONT HOTEL -Dubai, UAE 

Jan 2002 – Jan 2007

JOB DESCRIPTION
· Responsible of maintaining the standards of all the guestrooms especially on the Executive floor.

· In charge of scheduling staff based on the occupancy of the hotel, delegation of work for room attendant (line staff) and brief about the day happening in the hotel.

· Handling day operation and also assigning floors for supervisors.

· Handling of all VIP in house and arriving guests to ensure all amenities are placed and follow up on the guest profiles.

· A positive personal image is presented to the guests at all times.

· Communication is carried out in a manner, and at a level and pace, likely to promote understanding and effective working relationship with other departments.

· Ensure all equipment’s are well maintained and handled correctly.

· To assist in talking various inventories.

· To conduct line staff appraisals.

· To check the linen room and pantry areas to ensure the smooth flow of guest supplies and linen.

· Safety and security procedures are maintained within own are of responsibility.

· Health and safety of employees, guests and other members in the hotel premises are monitored and maintained

· Assist Executive Housekeeper to conduct regular Housekeeping meeting to keep employees informed of policies and procedures, special event, further improvement plans and guest comments.

EDUCATION 

· PGDBA (Pursuing my First Year Course in Human Resource)




2014


Symbiosis Center for Distance Learning, Bangalore University, India 

· B.com- Jodhpur University



        




              2014
· HSC, RBANMS Evening College, Bangalore University, India 




1994
· SSLC, Lourdes Boys High School, India 







1991
ADDITIONAL COURSES /TRAINING PROGRAMMES ATTENDED  

· Professional Computer Course from NIIT in 1999.

· Train the Trainer professional course for Hotelier’s at The Fairmont Dubai

· Performance Appraisal training in The Fairmont Dubai. 

· ‘REACH’ a professional training course at The Fairmont Dubai.

· Taski Training (Taski Floor care Machines, Chemicals Janitorial Equipment and Cleaning Systems) at Fairmont Dubai 

COMPUTER SKILLS: Ms-Office, Power Point, Adobe page maker, Fidelio (6.25) (Hotel Operating Package)      

LANGUAGES KNOWN: English, Tamil, Hindi, Kannada and Telugu

Date of Birth: 18th September 1975

Nationality: Indian 

Marital Status: Married 

Hobbies: Music, Dance, Sport’s (Football, Table tennis, Badminton, Billiards-pool) & Bartending 
Vist Visa- 
