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Seeking managerial assignments in Administration / Facilities Management with an organization of high repute preferably in IT industry

PROFILE SUMMARY


· A competent professional with nearly 15 years of experience in General Administration and Facility Management
· Presently associated with Urban Mass Transit C ompany Limited, as Office Manager
· Expertise in Admin facilities arrangement and its planning and execution, resource utilization, manpower management
· Deft  in  managing  the  wide  spectrum  of  administrative  tasks  including
maintenance of office equipments, transport, cafeteria, housekeeping, procurement of material & services, price negotiations and budget & budgetary effective cost controls systems

· Adept in handling facility management activities including operation & maintenance, vendor development, purchase, asset management, etc.
· A skilled communicator with good relationship management, interpersonal and analytical skills
Strengths

· Strong negotiation skills to get the best rates offered in the industry.
· Sound & strong managerial, leadership, execution and decision making skills.
· Flexible attitude with well developed interpersonal skills whereby develops and motivates team members to create a positive working environment.
· Drive and passion to learn new things and taking up challenges.


General Administration Facility Management Housekeeping


Travel Management

C afeteria Management Guesthouse Management Vendor Development Purchase / Sourcing

D ocumentation Transportation

C ost Management Team Management

C ORE COMPETENCIES


General Administration

· Handling all administrative activities like maintenance of office equipments, transport, cafeteria, housekeeping & maintenance of office and record keeping of office stationery including various formats
· Overseeing staff welfare mess, pantry, canteen for staff and labour. Organising social activities such as picnic, sports & recreational activities, health care, etc. for increasing the moral of the employees
· Identifying and networking with cost effective & reliable vendors/ suppliers for purchase of requisite materials and spares as well as project procurements
Facilities Management

· Developing budgets & annual plans to managing facilities as per organisational needs & parameters

Ensuring maintenance of large sized facilities including infrastructure, buildings, etc.

· Overseeing the logistic functions and negotiating with transporters for cost effective transport solutions
· Ensuring cost effective logistic operations & seamless materials movement to ascertain sufficient inventory levels
· Negotiating with & finalising service agreements with reliable contractors for execution of servicing works as per budgeted parameters
Vendor Management

· Developing and implementing key procurement strategies / purchase schedules for the vendors and ensuring alignment with organizational objectives.
· Selecting and developing vendors for meeting various facility requirements  of the organization.
· Handling bills of various vendors and ensuring smooth payments for the same.
EMPLOYMENT CHRONICLE


D ec’14 - Present: Urban Mass Transit Company Limited. Hyderabad as Office Manager

Key Result Areas:

· Accountable for:
o Processing the bills o Events coordination

o House Keeping in charge o Office maintenance

o  Assisting Vice President for all his appointments and letter drafting (dealing with Gov Officials)

· Handled a gamut of functions including:
o  MIS preparation for the Administration Department

o General facilities requirements including stationary, pantry consumables and house-keeping o Monthly petty cash handling

· Looking after the guest management pick up, acc0mmodation, daily transport.,  etc.
· Entrusted with the responsibility of handling day-to-day travel arrangements for the employees
· Travel In charge for Hyderabad Team (includes tickets, hotel and car requirements)
· Handling basic HR and Accounts needs for Hyderabad branch.
Aug’09 - May’13: Rhythm & Hues India Pvt. Ltd., Hyderabad as Administration / Facilities Management Executive Key Result Areas:

· Accountable for:
o Attending the front desk calls, guests and students o Processing the bills

o Events coordination o Vendor management o Office maintenance o Cafe arrangements

· Handled a gamut of functions including:
o  MIS preparation for the Administration  Department

o General facilities requirements including stationary, pantry consumables and house-keeping o Monthly petty cash and distribution of cash payments to employees

· Looked after the guest management including orientation, pick up, city sight-seeing, etc.
· Entrusted with the responsibility of handling day-to-day travel arrangements for the employees
Jan’07 – Mar’09: Team 4 U (Microsoft Corporation India Pvt. Ltd.), Hyderabad as Sr. Administration Executive (FM)

Key Result Areas:

· Oversaw the entire facilities including new site set-up
· Functioned as a new Projects In-charge for the administration  requirements
· Accountable for verifying new site arrangements, project coordination and vendor follow-up’s
· Looked after the guest house bookings, procurements and assets record maintenance
Jun’05 – Nov’06: Four Soft Limited, Hyderabad as Sr. Administration Executive (Admin In-charge)

Key Result Areas:

· Served as an In-charge for:
o  All administration related activities

o  All kinds of communications (Tele, Internet & Web Audio and Video Conferences)

· Oversaw project management, MIS, VIPs coordination and building management
· Liaised for international travel and hotel bookings from India
· Looked after:
o Renovation jobs as and when required/in-charge for the site o Training Centre Management

Sep’04 – Jun’05: IPMSL Site Google, Hyderabad as Facility Coordinator

Key Result Areas:

· Oversaw travels (DOM & INT), hotel accommodations, meeting arrangements, offsite planning and internal site information up-dations
· Accountable for new joiners Id badges, mobile phones and their personal information up-dations
· Handled the entire site shifting and organized successfully.
PREVIOUS EXPERIENCE


May’01 – Aug’04: Webhelp Global Services Pvt. Ltd., Hyderabad as Administration Executive

May’98 – Apr’01: M/s. Strabus Software Solutions (P) Ltd., Hyderabad as Front Officer-cum Admin Executive

PROFESSIONAL QUALIFICATIONS


1998
B.Com. (Honours) from Nagarjuna Univercity, Guntur with 68%

Others:

· Short Hand: (English) Lower
· Type Writing: (English) Higher
IT SKILLS


· Well versed with Word Star, MS-Office (Word, Excel and PowerPoint), Windows 98 / XP, Linux Platform and Internet Applications
	
	

	
	

	
	

	
	

	
	


