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Tom                                                                  


Email : Tom.336146@2freemail.com 

PROFESSIONAL SUMMERY

A highly organised Administrator with proven office management skills and lots of initiatives. Able to deal with people at all levels & capable of ensuring the office runs like clock wise. Experience of organising & supervising of the administrative activities in a busy office environment, all within budget and to tight time scales. Knowledge of using a range of office software, including Email, spreadsheets and databases. 

AREAS OF EXPERTISE

· Office Administration

· Branch upkeep & maintenance

· New office set ups
· Budget Control

· Infrastructure Development 

· Guest house maintenance
PERSONAL SKILLS

· Leadership Ability

· Pro-active

· Communication & Team working Skills

· Able to delegate

· Flexible & approachable

PERSONAL DETAIL

Date of Birth





: 02/09/1982

Nationality





: Indian

Religion






: Christian

Marital Status





: Married

Occupation





: Staff Nurse in UAE

Languages Known




: English, Hindi and Malayalam

PASSPORT DETAILS
Name






: Tom 

Date of Expiry





: 28/04/2025
Place of Issue





: Cochin

Academic Qualification

· B.Com from M.G University (pursuing)
· +2 from Kerala University

· 10th from Central Board of Secondary Education, Delhi

Professional Qualifications         
· Completed my 2 year Diploma Course in Graphic Designing from Don Bosco Technical Institute, New Delhi

Software Known

M.S Word, M.S Excel, PowerPoint, Photoshop, Illustrator, Corel Draw, Paint
 WORK EXPERIENCE 
A) Worked with Muthoot Group from 2008 to 2015. Muthoot Finance is one of well known and reputed NBFC which is having a network of 4500 plus branches across India.
Post

 : Asst Manager (Administration)

Address
: Muthoot Towers


  
  Alaknanada, New Delhi – 110019

Duties and Responsibilities in Muthoot Group

· Put up various types of sanction notes for purchasing of various items for branches and Regional offices.

· Responsible for AMC & CMS for Air conditioners, UPS/INVERTER , Security Alarm Systems, CCTV Cameras , Vending Machine, Photocopy Machine etc.
· Experience of managing a team of up to 23 staff members sitting in our 23 various Regional offices in North East West of the country where the branches are located.

· Organising & maintaining diaries and making appointments.

· Ensuring that any concerns or complaints have been solved within a stipulated time.

· Maintaining & developing the office filing systems both on paper & computer.

· Setup new infrastructures for new offices. 

· Finalizing of new offices in coordination with the property agents & Branch Expansion Team Members.

· Execution of lease deed & its registration with necessary approvals.

· Coordination with the various vendors for the execution of the works.

· Coordination with TKO (Turn-key Operators) for building up the spaces with all necessary infrastructure works including provision of IT systems in the building space.
· Verification & processing of TA bills for all Regional Managers & all CO (N) staff. 

· Managing assets of the company.

· Supervision of Repairing & Maintenance work under execution.
· Processing of Repairing & Maintenance bills.

· Responsible for vendor payment.
· Take care of the house keeping issues at the branches.
· Maintaining the look and feel of the branches.

· Co-coordinating with the owners for resolving their queries and problems in their payments. 
· Checking telephone & electricity bills of 1477 branches & 23 Regional offices. And also responsible for electricity load enhancement / new connection of all office premises. 
· Responsible for guest house maintenance.

· Prepare quarterly budget on account of repair & maintenance along with new items supply.
KEY SKILLS AND COMPETENCIES
· Leading by example, providing clear management & leadership. 

· Good office management skills & computing skills.

· Organizing maintenance of systems, document records, Space management etc.

· Self motivated with the ability to work on own initiative.
· Ability to come up with own ideas to take the company forward.

· Experience of forward planning & team management.

· Able to motivate a team and have excellent people management skills.

· Report monthly on branch progress, identifying areas of concern or improvement. 
B) Presently Working in Head Office of DC Books in Kottayam since September 2016. DC Books is the largest publisher in Kerala, the leading publisher of books in Malayalam, and one of the ten biggest publishers in India. It also operates one of the largest book store chains in India,[1] with a network of over 45 bookshops under the DC Books and Current Books brands as well as over 50 agencies in Kerala.

Post

: Manager Administration

Address
: D C Kizhakemuri Edam, Good Shepherd Street Kottayam, Kerala PIN-686001

Duties and Responsibilities in DC Books

· To support the branches to meet their daily needs to have smooth functioning.

· To work as a team in the entire endeavor of opening of a new branch which includes market study, sale analysis, location mapping, meeting customer.

· Timely Daily / Weekly/ Monthly reports to the concerned authorities.

· Purchase Management.

· To ensure proper inward details before bill payment.

· To adopt changing strategies at changing times to increase the sale / reputation of the Company.

· To prepare Purchase orders against the requirement of the branches.

· Keeping touch with the branch staff to maintain the intimacy with them.

· To maintain data’s / records in hard copy as well as in soft copy.

· To find suitable new vendors in the locality to safeguard the profit interest of the Company.

· Overall Office Administration.

· Cost Control measures to ensure that no energy is wasted without outcome.

I hereby state that the above given details are true to best of my knowledge. 

