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Work Experience
· Worked with M/s. RBS Management Services, Gulbarga, Karnataka. As Asst. Officer Administration from 1st Oct 2011 until 15th May 2015
Job Profile
:

            Handled General Administration, Transportation and House Keeping 
1. Site Survey & Team development

2. Improving/ maintaining Clint relations

3. Preparing SOP/ formats/ checklists for operational efficiency improvements.

4. Coordinating & cross checking with warehouse site teams for smooth transport operations.

5. Verifying snag lists, weekly reports, MIS. 

6. Inspecting & monitoring the functions of all the sites.

7. Maintain the Assets management for the completed facility.

8. Checking of vehicle health register in order to keep a check if vehicles are following statutory and safety compliances.

9. Maintain working cost and cost reducing  

· M/s. IBM Global Process Services Pvt. Ltd, Mumbai BU, as RESO (Real Estate & Site Operation) Sr. Executive from 5th Dec 2006 to 15th Sep 2011. 

Job Profile
: 

                 Facility Mgmt:

1. Locker Management for IBM GPS Mumbai BU 
2. Handled Booking on induction hall, meeting & training rooms. exit procedure & ECF-Electronic clearance Forms for exit employees has been handled.

3. Settlement for the scrap material procedure as per the company guidelines. 

4. Tracking the Office Equipment and ensure maintenance of these equipments as per the AMC.

5. To maintain the Assets management for the completed facility.

6. Ensuring daily facility rounds are conducted & open items are addressed. Briefing with operations team for feedback of the facility. Participated in the skip meetings from the SO front. Maintained the daily reports for consumables such as photocopy, tea coffee vending, laundry, facility & café feedback report. 

7. Ensuring the Contract Staff documentation is in place and shared with the security team.

8. Regularly conducting the helpdesk for the operation team and documenting the concerns raised. Ensuring the issues are address and closed. 

9. Tracking of helpdesk job cards and ensuring the authenticity of the same. 

10. Monitoring the front desk and helpdesk activities. 

11. Provided support to high potential client visits & ensured client satisfaction on the service delivered.

12. Supported Operations and Support Team for on account of any event like festival decorations, family day, father day or any adhoc purpose.

13. Conducted promotional activities in the location with attractive discount rates from the vendor.  

Transport Mgmt:

1. Rostering of Pick Ups & Drops and updating the same in our transport software.                 

2. All location of vehicles in order to achieve optimum utilization thereby saving  cost of transport.

3. Checking of vehicle health register in order to keep a check if vehicles are following statutory and safety compliances.

4. Log sheet Verifications and checking of the same.

     Cafeteria Mgmt:  

1. Take a responsible for cafeteria management/housekeeping in brief & was Admin SPOC (single point of contact) for any complaints/feedback.

2. Conducted café inspection & also conducted Kitchen inspection at remote locations to introduce new caterers in café.

3. Food tasting done regularly and updating the menu in the online. 

4. Organizing Food Festivals and special discounts offer for all employees. 

Vendor Interaction:

1.  To conduct Drivers, Security Guards, cafeteria, transporters briefings whenever required.
2. To notify vendors timely about any penalty/non-compliance caused by vendors / supervisors.

MIS and Daily Reports: Daily basis report to Corp and Manager level.

Achievements:   
1. Streamlined the facilities and transport.

2. Made a huge cost saving of approximately Rs-7.50 lacs per month.

3. An appreciation Letter given by ICICI One Source Ltd.

4. Best Performance Award given at IBM Pune BU 2006.

5. Best Team for Support Award for 2007.Mum BU.

6 .Best Performance Award given to IBM Mumbai BU April 2008/09/10. 

1. Worked with Administration Executive in FM and TPT department M/s. IBM Daksh Business Process Services Pvt. Ltd. Pune BU from 13th Mar 2006 to 4th Dec 2006.

    Job Profile:  Transport Management:
1. Roistering of Pick Ups & Drops and updating the same in our transport software.

2. Allocation of vehicles in order to achieve optimum utilization thereby saving cost of transport.

3. Checking of vehicle health register in order to keep a check if vehicles are following statutory and safety compliances.

4. Log sheet Verifications and checking of the same.

Client Co-ordination:
1. Arranging meetings and booking of conference room.

2. Getting quotes and making quote comparison from different vendors for vehicle arrangement.

3. Handling the mailroom - incoming and outgoing couriers

4. Ensuring the filing the documents and storing is done by the office assistant 

5. Ensuring the meeting room are well equipped and cleaned 

6. Counting the assets and sharing it on a regularly basis

7. Regular facility rounds and sharing the open item with the team for closure. 

8. Issuing lockers and maintaining the MIS.

M/s. Cushman & Wakefield India Ltd, - Deployed at M/s. ICICI One Source. Worked as an Executive in (Administration FM and TPT department). Duration: 06th Sep 2004 to 12th Mar 06 

Job Profile:

                 Cafeteria Management:
1. Checking and updating of MIS for Beverages  (Tea Coffee vending Machine etc)

2. Daily/Monthly Food Projection, checking of register and updating of MIS.

3. Food Survey Report.
                    Transport Management:

1. Rostering of Pick Ups & Drops and updating the same in our transport software.

2. Allocation of vehicles in order to achieve optimum utilization thereby saving cost of transport.

3. Checking of vehicle health register in order to keep a check if vehicles are following statutory and safety compliances.

4. Log sheet Verifications and checking of the same.

                     Facility Management:

1. Plants Arrangements.

2. Checking and maintaining a record of equipments in the guesthouse.

3. Handling the mailroom - incoming and outgoing couriers.

4. Filing the documents and storing it.

5. Ensuring the meeting room are well equipped and cleaned.

6. Handling the outdoor jobs.               
Educational Qualifications

· BA History (Distance Edu: Madurai Kamaraj University) 

· Auto CADD basic certificate in Mumbai Unit in 2010.

· Pre- Degree from Calicut University in Oct 1993..

· Completed S. S.L.C from Calicut Board in March1989.

Skills of Computer Proficiency

· MS Office (Word, Excel, MS Office Outlook, Power Point & Paint Drawing/Draft)

· IBM Lotus Notes 7, IBM Symphony Lotus

Extra activities & Hobbies   
· Art, Automotive Design and Music. 

Personal Profile

Gender
:
Male

Religion
:
Hindu

Marital Status
:
Married 

Nationality
:
Indian

Language Known
:
English, Marathi, Hindi, Malayalam & Tamil

Date of Birth
:
26th Mar 1972.

