KAMESWARA 
Email: kameswara.318039@2freemail.com
Seeking assignments in Administration/General Administration/ Facility Management/Logistics/Warehouse Management/Inventory control/Production Management.
Professional Profile
· A dynamic individual with 35 years of rich experience in Printing press functions/General Administration/ Facility Management.

· Last assignment worked as Senior Section Engineer with South Central Railway in the department of Printing and Stationery of Government of India.
· Proficient in handling all printing and packaging activities & administrative functions. Some key activities are managing HR function of the press, General administration, Task Scheduling, Operations etc.

· Excellent communication, interpersonal & analytical skills with the ability to work in a fast paced environment.
Areas of Expertise  
General Administration
· Compiling and presenting reports, organising meetings / conferences and ensuring that meetings /conferences and presentation conform to the deadlines.

· Handling all administrative functions, interfacing & coordinating with various branches/ headquarters within the organization to ensure effective execution of work and liaising with external agencies/organizations on various issues.
Strategy Planning 
· Accountable for strategic utilisation and deployment of available resources in the most economic ways.

· Establishing organisational culture, preparing standard operating procedures and ensuring adherence.

· Initiating goal setting exercises, obtaining target agreement as well as carrying out various employee satisfaction surveys. Addressing the grievances of the employees amicably.

Organisational Experience

May 2010 to 8th October 2016 -
Post Press Department, Printing press, Printing & Stationery/stores (Indian Railways), Secunderabad as a Senior Section Engineer. (Opted Voluntary Retirement recently).
Job responsibilities:

· Incharge of Money Value/high security items (Revenue generated) of Indian Railways for checking and monitoring. 

· Work Planning and Execution as per the Schedules/Priorities for a work force of 50 employees.

· Maintaining of Production Registers and  preparation  staff  confidential reports
· Initiated disciplinary action on staff if any employee unbecoming to railway servant.
· The high security watermark paper usage and the wastage are accounted.

· Precautionary safety training for the staff of the press. 
· Work study process and implementation man power planning.
· Conducted workshop on workman compensation. And safety measures.
· Maintaining of Industrial Harmony.
August 2007 to April 2010 – Post Press Department, Printing press, Printing & Stationery/stores (Indian Railways), Secunderabad as a Junior Engineer
Job responsibilities:

· Work allotment for a team of 30 employees.

· Maintaining production records.

· Dispatching of printed material to concerned departments as per the schedules.
· Stock liaising: Reordering/stocking of about 4000 items in a year
August 2004 to July 2007 – Statistical Department, Printing press, Printing & Stationery/stores (Indian Railways), Secunderabad as a Junior Engineer
Job responsibilities:
· In charge of the costing for the press (Raw material, Power, Wages etc. (Work shop accounting system))
· Logistics/ ware house management 
· Inventory control system.
March 2003 to July2004– Proof Reading Department, Printing press, Printing & Stationery/stores (Indian Railways), Secunderabad as a Senior Proof Reader
Job responsibilities:
· Verifying/proofing manuscripts for corrections in different languages - English, Hindi, 
 and Telugu.

· Maintaining Records of the department.
September 1989 to April 2003 – Work Order Department, Printing press, Printing & Stationery/stores (Indian Railways), Secunderabad as a Section Head.
Job responsibilities:

· Independent charge as Section Head of Work order Section

· Maintaining Production record and Statistical information.

· Liaising with different sections to ensure on-time delivery 

· Correspondence with various consignees on out-sourced jobs.

· Handling the workshop machine maintenance 
September 1987 to August 1989 – Work Order Department, Printing press, Printing & Stationery/stores (Indian Railways), Secunderabad as a Work Order clerk
Job responsibilities:

· Preparing work orders for printing on priority basis.

· Correspondence with various consignees in the zone.

· Maintaining statistical production records.

· Staffs work allotment for in-house jobs.
September 1985 to August 1987 - Budget Section, Printing press, South Central Railway Printing & Stationery/stores (Indian Railways), Secunderabad as a Work Order clerk
Job responsibilities:

· Preparing the salary reports for the employees of the press

· Preparing monthly benefit bills for the employees
· WMS cost working system in production unit.

June 1983 to August 1985 – Time keeping section: Printing press, South Central Railway Printing & Stationery/stores, Secunderabad. India (Indian Railways) as Assistant.
Based on the previous experience, I have been assigned to maintain gate attendance of 700 employees of Printing Press.

April 1980 to May 1983 - Railway Gauge Conversation Dept (Engg.), Southern Railway (Indian Railways) as a Supervisor (Contract basis)
Job responsibilities:

· Handling work force of 150 employees for daily operations.

· Supplying the equipment (tools and consumables) and maintaining records.

· Preparation of Salary bills.

· General office correspondence. 

· Safety measure training for the employees while working on railway track.

· Stocking raw material and maintaining inventory.
· Stock verifier certification. 

Awards received for meritorious service from various Head of Departments and General Manager

Education 

· Diploma in Printing Technology from College of Printing Technology, Government of Andhra Pradesh, Hyderabad. 
· B.Sc 

· Proficient in M.S Office

Personal Details
Date of Birth

: 
24th April, 1960

Father’s Name

:
Late Sri. R. Shyam Sunder Rao

Languages Known
: 
English, Hindi, Telugu  (Proficiency – Read/Write/Speak)















Malayalam, Kannada, Tamil – (Proficiency – Speak)

PERSONAL TRAITS

Quick learner, 

Have good communication skills 

Strong team player. 

Ability to adapt to new assignments/challenges.

Optimistic and innovative.

