JAGDISH

  
    E-mail ID  :  jagdish.26479@2freemail.com  
                                                  Mobile: Whatsapp +971504753686 / +919979971283
KEY SKILLS :-   Leadership, Communication, Interpersonal, Negotiation & Analytical 

Educational & Professional Qualification :- 
M. B. A. (HR / Marketing) From IMT Ghaziabad (DLP)  in 2007

CIC (Certificate in Computing) From IGNOU ( Delhi ) in 2003. 

Post Graduation (M.A.) From Delhi University in 1999. 

Hardware & Networking Diploma From DICT ( Vikas Puri, Delhi ) in 1998. 

DTP (Desk Top Publishing) From Mastermind Computer Graphics in 1997. 

Software Application Diploma From NIIT Ltd. ( South Ext., Delhi ) in 1995. 

Work Experience :-  Eleven (11) + Years 

REDOLENT TECHNOLOGIES Pvt. Ltd.       Manager (Admn.)             September 2007 – Till Date 

REDOLENT TECHNOLOGIES Pvt. Ltd., a leading Company in the field of Computer sale of all type of branded computers like ( Compaq / hp / HCL) , Also Have Training centers . As an Admin I am responsible for maintenance of daily office operations and maintenance of calendar which would be referred by Board of Directors. Due to my previous experience in Human resource department I also take part in HR activities and manage some of the activities in HR department like invoice checking, enrollment process, working on feedback of employees regarding changes in organization like facilities needed, cafeteria arrangement, seating arrangement needed. I also manage and take control of security issues and take care that security is maintained to the utmost level which is very vital for an organization.

Job profile : 

  Taking Care of  Office administration & Business Development 

 Entire gamut of Admin activities, viz: Travel, Hotel arrangements and reservations. monitoring 
  Housekeeping, Security, Canteen. Management of catering services, Asset/Property Management, 
  Renewal of AMCs, handling Complaints and Bill clearing & payment.

  Technical assistance i.e. Troubleshooting, Software Installation, Assembling of Computer, Networking. 

  To monitor the inventory level and ensure they are at the optimum stock level 

  Communication & Meeting the vendors whenever required 

  To Control and prepare inventory in / out record 

  To liaise with supplier regarding any damages, lost & found, malfunction on office equip. etc. 

  To Monitor the quotations for fresh services and prepare quotation analysis

Bassam International    Dubai, UAE  (Office Manager)   March 2007 – Aug. 2007
Bassam International represents World Leading Manufacturers specializing in a wide range of Medical Equipments, Hospital Supplies, Kitchen Equipments, Emergency Vehicles and Security Systems; here I was taking care of  HR  & administration . 

Job Profile : 

 Recruitment & selection

 Administration 

 Trading & Handling of shipments 

 To oversee the Housekeeping / M & E / Transport / Security 

 To Collect quotations for services i.e  AMC  of Computers & Other Facilities and prepare quotation analysis & to make recommendation for Director approval 

 To control and monitor expenses according to approved budget. Put up any ad hoc / non-predictable expenses to senior for approval

 To liaise with the landlord / building management.

 To liaise with the Government departments i.e Chamber of Commerce, Economic dept., labour Dept, Immigration dept. for Visa formalities for Overseas Candidates. 

NIIT LTD.     DLF City -II, India    (Center Manager)     Feb 2006  -  March 2007

NIIT has more than 4600 Branches in India & abroad, I was taking care of one of the center located at Dlf phase II, Gurgoan. Haryana, India.

Job Profile : 

  Business development 

  Administration 

  Recruitment & selection

  Corporate Training 

  Strategies and action plan

  Motivating the staff in the best favor & growth of the Organization

PCI COMPUTER EDUCATION       Dwarka, Delhi       (Director)                    July  2000 – Jan 2006
PCI COMPUTER EDUCATION was under a Delhi Govt. Regd. Society i.e. “Premier Computer Information & Education Society” which imparts the computer education. It runs its own courses as well as the courses of Kurukshetra University & Sikkim Manipal University. I was having two centers , one at :- Dwarka & second at :- Uttam Nagar 

Job Profile: 

  Main Responsibility to make the centers profitable & growth oriented 

  Be accessible for escalation of all Administration/ Facilities related issues 

  Recruitment & selection done at clerical, marketing, teaching levels 

  Technical assistance in computer lab 

  Organizing the promotional shows 

  Counseling of students whenever required 

  To Collect quotations for services i.e AMCs of Computer & Other Facilities and prepare quotation analysis & to make recommendation for Director approval 

  Extending support during all functions viz. Annual Day, Fresher's Party, Farewell Party and all other functions. 

  Providing the support during examination as well as mid term examination 

PELICAN MARITIME SERVICES (P) Ltd.        (Asst. Manager)                      May 1996 - June 2000 
PELICAN MARITIME SERVICES (P) Ltd. is a shipping agency. It is dealing in booking of cargo i.e LCL ( Low Container Load) & FCL ( Full Container Load). It was having its Main office at Singapore. I served as an office Exec. 

Job Profile: 

  Taking care of LCL / FCL Cargo 

  Making of all types of documents related with shipping 

  Communicating with other franchise partners across the world for smooth & safe reaching of cargo at destination. 

  To Communicate with the Asst. Manager - all issues and pending problems 

  Handling all computer operations. 

Personal Details : 

NAME : Jagdish
Date Of Birth : 22-08-1976 

Linguistic Proficiency : English, Hindi 

Hobbies :- 

Interacting with people, learning new things & traveling.                                 

(Jagdish) 

