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Kennith
Kennith.269473@2freemail.com  


Global Delivery Operations
Seeking a challenging opportunity in industry for personal and professional growth
PROFILE
An astute professional with over all 20 years of rich experience which includes 7 years of experience in Automobile Industries & 13 years in Administration/Facilities Management, Operations, Project Management, Real Estate Management & Work Space Management, Security/Safety & Vigilance, Transport, Purchase & Vendor Management, CAPEX/OPEX, Inventory & Asset Management, Acquisition, renovation, new setup of facilities, Estate & Infrastructure Management, Lease/Rental Management, Social/Legal and Statutory Compliance, Employee Health & Safety, Corporate Policy/Procedures/SOP, Organizational Development, Cross Functional Audit and Supply Chain Management entailing logistics & material management, MIS, Information Security Management System(ISMS) & ISO/IEC Quality Standards
CORE COMPETENCIES

Adaptability ( Production Operation ( Space Management ( Service Delivery ( Vendors Consultation ( Technical  Design Involvement ( Strategic Planning ( Interpersonal Business Operations ( Human Resources ( Service Management ( Office Administration ( Statutory Compliances ( Financial Management  ( Information Management ( Organizational Governance ( Risk Management ( Building Maintenance ( Vendor Management ( Property Management ( Cost Control ( Liaison/ Coordination ( Projects Review ( Reporting & Documentation ( Asset Management ( Operations Management ( Employee Welfare Initiatives ( Inventory Control ( Resource Allocation ( Team Management
PROFESSIONAL EXPERIENCE
CENTRE








  Nov 2015-Present
Office Manager 
· Using a range of office software, including email, spreadsheets and databases; Managing filing systems;

· Developing and implementing new administrative systems, such as record management; recording office expenditure and managing the budget; Organizing the office layout and maintaining supplies of stationery and equipment; maintaining the condition of the office and arranging for necessary repairs; 
· Overseeing the recruitment of new staff, sometimes including training and induction; Carrying out staff appraisals, managing performance and disciplining staff; delegating work to staff and managing their workload and output; promoting staff development and training; Implementing and promoting equality and diversity policy;

· Responding to customer enquiries and complaints; Responding on Social media; Reviewing and updating health and safety policies and ensuring they are observed; arranging regular testing for electrical equipment and safety devices.

· Arranging or attending conferences and training; Arranging Counseling sessions inmates
Quest Global Pvt. Ltd.







           Dec 2011 – Nov 2015
Assistant Manager – Administration, Infrastructure & EHS 
· Manage the day to day operations in accordance with company policies and standards to maximize profitability and efficiency; To liaise with end users for the identification and implementation of the facility requirements in accordance with strategic business objectives; Strategizing FM, operations alignment of standards with global standards; Plan, manage financial budgeting, accounting and to run an efficient Cost Centre for FM function. Target opportunities for optimal savings in FM expenses.

· Ability to mentor and lead a mid-sized team as well as manage a group of vendors / service providers for Environmental, Health and Safety processes for Facilities.

· Preparing and Managing overall Administration Budget to ensure effective and efficient delivery of services including Housekeeping and Hygiene, Security and Safety, Office Equipment and utilities, Cafeteria, Office Stationery, Transport, Logistics, AMC, Insurance, Infrastructure Operations and Maintenance to enable smooth operations.
· Primarily responsible for maintenance activities of building; Preparing a PMC calendar and ensuring maintenance of critical equipment’s such as DG, UPS & HVAC units carried out as per the calendar and ensuring the placement of contracts/AMC with various vendors.

· Manage Building Access, Automation, Fire, Health & Safety Management i.e. Employee Health and Safety (EHS)

· Develop training calendar and training methods which will determine information on various strategic action plans and reviews for the departments; Organizing training and development programs to sharpen the skills and knowledge of team members.

· Develop policies and procedures for implementing quality and customer-service standards; Risk Assessment, Business Continuity Plan and Mitigation of Risks. 

· Implementation and monitoring- Company policies and safety procedures are strictly followed; Responsible for preparing written weekly and monthly HSE reports, statistics and presentations related to HSE performance

Strategy Planning & Management

· Develop project scope and agree goals with end user(s) and Real Estate management in order to secure approval for project through organization’s Investment process, Maintain strong communication linkage between Business Units and Real Estate to accurately forecast and influence requirements and demand. Maintain a network of organizations and vendors to stay abreast of industry trends and best practices.

Real Estate Transaction Management

· Evaluate market conditions, make building tours, manage the RFP processes, perform financial analysis and make recommendations; Negotiate business terms for all real estate contracts including but not limited to new leases, renewals, lease terminations, purchases and easements. Liaise with Landlords and external consultants including but not limited to attorneys, architects, surveyors and government officials, where necessary; Develop real estate contract strategy that provides flexibility and reduces cost

Vendor Management

· Analyze the Business requirements to select the prospective vendors through a transparent vendor selection process asking for RFI, RFQ & RFP; Planning and coordinating for procurement of CAPEX/OPEX.
· Manage the vendor to the responsibilities outlined in the contract and statement of work by authoring contract documents & including service level exhibits. Measure Vendors performance through quality & timeliness of delivery. If satisfactory then followed by Vendor retain ship.

Project Management 

· To Develop process document for Space requisitions, best practices document for Facility Build up for India, US & UK; Initiate and lead project activities such as Coordination, Space Engagement, Scope Identification, RFP Documentation, Resource Management, Risk & Issues Management, Communication Management, etc.

· Create and maintain a project schedule for each project by identifying and monitoring Resource Estimates, Overall Project Timeline, Project Milestones, Task Dependencies, Critical Path; Control and track project performance in respect to Time, Cost, and Quality by; Constantly evaluating project progress, Conducting regular team status meetings, Reporting project status on weekly basis to management and the project team, Executing and updating management plans, Resolving and documenting issues, escalating as necessary

· Coordinate meetings, as needed, to initiate working sessions, resolve project issues; Promote continuous improvement by conducting, documenting, and communicating lessons learned; Influence departmental procedures and objectives; Handling of Contract Negotiations, Bidding process & Legal Clearances.

PAST EXPERIENCE 

IBM India Pvt Ltd,








       
Mar 2005 – Nov 2011
Infrastructure Specialist, PMO & Resource Development Manager 
G4S Security Services India Pvt Ltd, (client- ORACLE India)




Nov 2004 - Mar 2005
Security System Administrator -CCTV & Access Control 
M M VISA-AID Consultancy PVT LTD,







Feb 2002 – Oct 2004

Office Manager 

Wong Hing Long Iron Workshop Pvt. Ltd, (Singapore),





Sep 1997 - Sep 2001

Technical Support Officer (CNC Programmer) 
Ashok Leyland Pvt. Ltd, 








Sep 1995 - Sep 1997
Senior Technician
Bharath Earth Movers. Ltd, 








Sep 1994 – Sep 1995
Machinist (Apprenticeship) 
EDUCATION CREDENTIALS 

· BA in Corporate, The All India Commercial Association- Delhi University, Mar 2007.
· International English Language Testing System, University of Cambridge; IDP Education Australia, Jan 2000.

· Diploma in International Airlines and Hotel Management (Computer and Tourism), Trade Wings Institute of Management, Nov 1997.
· Diploma in Air Conditioning and Refrigeration, OHMS Electronics, Bangalore, Dec 1992.
· Diploma in Computer Application.
· Technical Skills: Data Base Management System, Word Star, Lotus Notes.
CERTIFICATION/ TRAINING 

· National Apprenticeship Certificate, National Council for Vocational Training, Oct 1994.
· National Trade Certificate, Govt. of India Ministry of Labor, Feb 1993.
· ISO 27001 Internal Auditor and BS ISO/IEC27001:2005 ISMS Internal Auditor Course.
· Administration and Security Techniques.

· Fire Fighting and Safety.

· Safety and Security Management.

· Occupational Health and Industrial Safety.

SPECIAL PROJECTS
· Established new facility under Special Economic Zone (SEZ) at Pritech, Bangalore.
· New Corporate office – Pritech Bangalore.

· New Training campus of GRDC – SJR Bangalore.
· Setup 600 workstation facility at Pritech Bangalore.
· Project Coordinate for Client Business Centre and setup 300 BPO Work stations at IBM.




