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Sankar 
Email: Sankar.345900@2freemail.com  
Career Vision

Seeking better opportunities to be associated with a people oriented company in Finance-HR-Administration-BPO-Hotel & Hospitality sectors.
Professional Snapshot
· 5 + years experience as HR & Administrative departments.

· 5 + years experience as ‘Senior Captain’ in Hotel Industry.
Work Experience:
01-Mar-2010 to May-2016  

As “Sr. Admin Officer’’ in FULL CREATIVE Pvt. Ltd.,(formerly known as Adaptavant Technology Solutions  Pvt. Ltd.), Chennai.

· Responsible to provide Front Office support. 

· Responsible for creation, maintenance of up-to-date filing system, generation of MIS   & Reports.    

· Responsible for creation, updation & maintenance of   Employee information PAN & Address Details in order to maintain and update payroll records

· Maintaining Petty Cash for Office.

· Maintaining Attendance of Employee’s &  Maintaining Employee time sheets, (in Google Docs)

· Co-ordinate with Administration &IT department for maintenance, purchase of office equipment and infrastructure.

· Co-ordinate with Accounts, Administration & IT for AMC Rental payments -tracking and renewals if any.

· Co-ordinate with HR for any interviews to be lined up at the Office.

· Setting up bank accounts for new employees with regards to application forms, distributing
welcome kits, etc. & Issuing pay slips & Pay revised letters to the employees.
01-Feb-2008 to 20-Aug-2008 & 02-Feb-2009 to 28-Feb-2010  

As ‘Associate-Administration’ in ‘Swasthik Sahits Solutions Pvt. Ltd., Chennai, India. 
· Taking care of Purchasing Stationary and receiving Candidates calls and updating files of Candidates.
· Co-ordinate to HR, interviews lined up & Maintaining  day- to day attendance report

· Co-ordinate to Admin, purchasing of equipment for office.

· Taking care of banking related jobs.

01-Feb-2003 - 30-Jan-2008.

As ‘Sr. Captain’ in Minerva coffee shop - ‘Minerva Hotels Pvt. Ltd.’, Hyderabad & Vijayawada,  India.
·  Team Leader for a team of about 6 Captains, 20 Stewards.

· Responsible for all the operations in the restaurant and reporting to the General Manager who is head of the ‘Minerva Hotels Pvt Ltd.

· Responsible for the prompt service, Customer care in the Restaurant.

· Coordinating between the team members, Kitchen staff and the customers.

· Taking care of the Cash & Billing Counter in the absence of the Cash Manager. 

· Taking Care of all the customer’s complaints, queries and resolving in time.

· Recruitment of  Stewards and training of the all the staff 

· Training all the Hotel Management Trainee’s on regular basis.
Computer Proficiency

· Windows Operating System
· MS Office
· Google Docs
Personal Information
	Date of Birth
	:
	July 3, 1977

	Marital Status
	:
	Unmarried

	Nationality
	:
	Indian

	
	
	

	Current City and country
	:
	Dubai (UAE) on Visit Visa


Academic Qualifications & Linguistic Proficiency
	SSC (10th Standard)
	:
	Ramakrishna Junior College, Allur, Nellore, Andhra Pradesh

	Intermediate (10th+ 2)
	:
	Ramakrishna Junior College, Allur, Nellore, Andhra Pradesh

	Graduation
	:
	Government College, Nellore  - Bachelors in Science (Discontinued)

	Languages
	:
	English, Hindi, Telugu and Tamil.
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