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PROFESSIONAL PREFACE
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Sex Male | Date of birth 04/07/1984 | Nationality INDIAN| 
A competent, motivated and enthusiastic professional with nearly 7 years of experience in diverse fields ranging from Private, Public and IT sectors. Well known for my 'get it done' attitude, I believe that every day comes with new learning and opportunities to showcase your skills.
	JOB RELATED SKILLS
	General Administration
	Operations Management

	
	Travel Management
	Immigration Processes

	
	Liaison & Coordination
	Facility Management

	
	Procurement
	Vendor Management

	
	Logistics & Maintenance
	Security Management


COMPUTER SKILLS
WORK EXPERIENCE
18/11/2013–Present



MS Word, MS Excel, Power Point and Advanced Computer Skills
[image: image3.jpg]



MANAGER, ADMINISTRATION
ZOMATO MEDIA PRIVATE LIMITED ( ZOMATO.COM ), GURGAON (INDIA)
· Over heading general administration of the company and overseeing day to day personnel handling and administration activities like maintaining employee records, leave records expense management, filing and general correspondence. 
· Managing assets of the company and tracking the issuance and disposal of the assets. 
· Managing overall travel within company and establishing coordination in all the branches domestic as well as internationally, covering various aspects like Visa filling, Flight tickets, Insurance and Hotel bookings. 
· Coordination and Liaison with various vendors, agents for providing the facilities. 
· Procurement of required assets for the company. 
· Arranging platform and records for the discussion over a matter of policy design as required by the senior official. 
· Writing reports of daily activities and irregularities, such as equipment or property damage, theft, presence of unauthorized persons, unusual occurrences and any other security breaches. 
· Maintains continuity among corporate, division, and local work teams by documenting and communicating actions, irregularities, and continuing needs. 
· Plan and coordinate supportive services of an organization and providing facilities. 
· Handling Events like office meetings, Annual day celebrations, International Guests meetings, staffs get together. 
· Planning and coordination for the movement of employees for training purposes within and outside the country. 
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28/02/2011–15/07/2013
EXECUTIVE OFFICER, ADMINISTRATION
MINISTRY OF HOME AFFAIRS, GOVT. OF INDIA, DELHI (INDIA) Accountabilities as Admin Executive Officer:
· Liaising and interacting with various agencies (both government and private) in related areas of work like police departments, civil departments, district courts, Municipal bodies and local vendors for implementing the policies. 
· Obtaining clearance from various departments of Government for the necessary execution of any particular order. 
· Distributing tasks according to the planning and security management as per the order for execution of policy. 
· Overall responsibility of office administration, maintenance of office assets and distributing tasks according to the planning and security management as per the order for execution of policy. 
Accountabilities as an Immigration Clearance Officer at Terminal-3, IGI
Airport, New Delhi:
· Performed duty as Immigration Officer both at arrival and departure to the entire satisfaction of senior officials with punctuality and sincerity. 
· Conducted duty as Protocol Officer for high dignitaries, VIPs and celebrities. 
· Maintaining liaison and coordination with airlines for various Immigration formalities. 
· Interviewed travellers to cross check authenticity of travel documents and prevent unauthorized travel. 
· Ensured entire immigration operations are executed with agreement to the existing policies and modulations of the organization. 
22/01/2007–23/12/2010
SOFTWARE ENGINEER
HEXA CONSULTING PVT. LTD., NOIDA (INDIA)
Software Development. Developed and maintained Portlets and configuration of various themes. Onsite Tech support to the clients.
EDUCATION

02/06/2002–02/07/2006
B.TECH WITH HONOURS
MIT, Moradabad affiliated to UPTU, Lucknow (India)
Bachelor Of Technology (Electronics & Communication) – 76%
TRAININGS

· 6 months special training in General Administration, Planning & Operations, Policy Execution and Security Management by Government of India (MHA), New Delhi and accredited as Best Trainee Officer for the same in 2011. 
· 2 months Immigration training in processes, arrival and departure clearance by Bureau Of Immigration (Under FRRO) at Terminal-3, IGI, New Delhi. 
· On job training in various departments of government sector in various capacity including office In- charge capacity. 
· Basic Mountaineering Course (BMC) in Mountaineering Institute at Gangtok, Sikkim. 
