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	To,
	
	

	_____________________
	
	

	_____________________
	
	

	_____________________
	
	

	_____________________
	
	



Dear Sir / Madam:
As a highly enthusiastic and experienced individual in Indian Army with extensive work experience in the field of management and administration, I am applying for the position of Administration Officer or Security Officer in your organization. My strong communication, administrative, analytical and interpersonal skills combined with my Bachelor’s degree makes me an exceptional candidate for this position.
During my Military & various administration jobs, I have developed strong organization and time management skills with discipline which would be very useful for your organization. Because of my vast experience in Indian Army I am capable in all aspects of administrative , security & safety related work; handling customers, ensuring all systems within the company are running smoothly, training new employees, maintaining records and communicating with forces inside and outside the office.
Furthermore, with the track record in public safety arena and leadership qualities, you can be assured that I would be able to make an immediate and positive contribution to organizational Security. Along with that I am a strong‐minded individual who has the potential to lead the staff while exceeding the expectations of the employer. My enclosed resume will provide you with the details of my qualifications and skills which would make me an asset for your company.
By virtue of my experience, enthusiasm and education, I feel I am well qualified for Administration or Security officer position. I would welcome an opportunity to meet and discuss my experiences & qualifications in detail. Thank you for taking the time to consider my application. I look forward for your call in few days’ to arrange an interview at a mutually convenient time
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JOB OBJECTIVE:-
Dedicate my experience in the various fields: - Admin. & Security Officer in Salwan Public
School, Rajender Nagar New Delhi, Control Room Officer in Toll Plaza management, JP Group & Security Officer in Seven Seas towards the growth and enrichment of a progressive organization.
PROFILE:-
· 33 years of rich experience in managing Human Resource hailing from different caste, creed, ethnic, social and religious back ground for achieving organizational goals. 
· Leader and motivator per excellence, able to co-ordinate, direct and complete all phases of project in any given situation. 
· High grade communication, security and team building skill. 
· Manage to work in office & account. 
· Organize OFC lay out in sensitive area. 
PROFESSIONAL EXPERIENCE:-
A clean and smooth career in the Indian Army (Corps of Signals) spanning over 33 year of service as a Commission Officer provides me ample opportunities to manage large number of personnel through efficient Administration, secure environment condition as follows:-
· To Look After Security, Maintenance Civil, Electricity, Watering, Plumbing, Furniture, Painting/White washing, Painting, Housekeeping and deal with Vendors – Canteen, Uniform Outlet, Book Outlet, all kind of marketing. 
· Manage to work in office & account. 
· Deal with Foreign Delegates and Government Officials. 
· Organize Exhibitions National level and various Conference/Meetings. 
· Complete look after Horticultures in School Complex Green Area. 
· Co-ordination and planning, Devotion / handling of employees. 
· Motivation /develop professional efficiency in performance and promotion policy. 
· Training, career development of employees. 
· Organize, plan and conduct of training / sports & games, entertainment. 
· Toll Plaza Operation, HR and Admin. 
SECURITY, SAFETY AND VIGILANCE:-
· Security of organization including civil agencies. 
· Security of classified documents and sensitive information. 

· Security over Cyber and telephone conversation. 
· Security and safety of equipment and stores. 
· Vigil of Security with CCTV. 
· Practice on fire prevention majors including training in Combating Fire hazard. 
· Security on Expressway, Patrolling, Fire Tender, Ambulance, Crane and of course commuters. 
GENERAL ADMINISTRATION EXPERIENCE:-
· Workout for deployment and utilization of available resources in pursuit of organization objective. 
· Planning and budgeting in administrative expenses with an eye on minimize expenditure and scrutinize various accounts. 
· Management and deployment of stores including maintenance of records. 
· Interact with people for continued of vital inputs for overall efficiency of the organization. 
ACADEMIC AND PROFESSIONAL DEVELOPMENT:-
Academic:   Higher Secondary from West Bengal Board of Secondary Education.
B.Com under Calcutta University.
PROFESSIONAL DEVELOPMENT:-
· Computer Application, MS Office, Excel, PP, E-Net, Mailing (Certificate in DOEACC). 
· Operator communication control. 
· Operator Cipher Class. 
· 3 years Diploma in Cryptology from Military College of Telecommunication Engineering, Mhow (MP). 
· Map Reading. 
TECHNICAL EXPERIENCES:-
· Admin. & Security Officer in Salwan Public School at Rajndar Nagar New Delhi. 
· Control Room Officer (CRO) and coordinator, in Jaypee Group, Toll Plaza of Yamuna Expressway in Agra, India. 
· Worked as a Security Officer, HR & Admin in Seven Seas Company, New Delhi. 
· To positive approach and look forwards for organization and innovation in work place. 
· Free and fair with reliable and conscious worker to achieve the goals. 
· To enjoy challenges both inside and outside with the working environment. 
· Handling/supervising all types of office/account works (paper works) and Modem, AWAN Access Keys, Telephone/Exchange and all types of controlled stores. 
PERSONAL DETAILS:
	Date of birth
	:
	03-05-1959

	
	
	

	Date of Enrolment
	:
	08-Nov-1978

	Date of Retirement
	:
	01-Dec-2011

	Physical standard
	:
	Height 172 cm, Weight 71 kg

	Sports
	:
	Football and Boxing

	
	
	

	Nationality
	:
	Indian

	Gender
	:
	Male

	Language known
	:
	Hindi, English and Bengali

	Date: ___ /___/ 2015
	
	

	Place: Dubai
	
	



