RESUME

KASHI 
DUBAI, UAE

Email: kashi.353013@2freemail.com 
_______________________________________________________________________

Summary:-

Manage facilities soft services portfolio and outsourced contractors and liaise with clients, contractors, suppliers, sister concerns and internal section coordination to ensure that all Facilities related issues are handled in a professional manner to comply with all regulation and standards.

Manage and implement all business processes and data management for Planned Preventive Maintenance (PPM’s) & Reactive Maintenance on company’s Computer

Aided Facilities Management (CAFM/Maximo System) for existing & new Facilities Services contracts to ensure optimization of maintenance service delivery.

Successfully driven consistent and efficient functioning and administration of the Call Centre and contracts in Dubai to maximize operational effectiveness and reduce operational and administrative costs.

Excellent written, analytical and presentation skills. ability to lead people on large multi-functional efforts.

Successfully driven consistent and efficient functioning and administration for the HR department to maximize operational effectiveness and reduce operational and administrative costs.

Professional strengths

Comprehensive knowledge of equipment and facility maintenance programs and Procedures.

· Considerable knowledge of safety principles and practices, budget process, use of personal computer systems.

· Ability to identify and recognize unsafe conditions or work practices, plan, organize, and delegate work to achieve desired results

· Sound understanding of continuous improvement/problems solving processes.

· Excellent management and communication skills (appraisal reviews; discipline; absence and performance management)

· Exercise judgments and make decisions, present facts and recommendations effectively in oral and written form.

· Build relationships at all levels with client, write reports and articles using original or innovative techniques or style, read, analyzes, and interprets the most complex documents.
· Ability to make effective and persuasive speeches and presentations on

Controversial or complex topics to top management, public groups, and/or boards of directors.

· Ability to add, subtracts, multiply, and divides in all units of measure, using whole numbers, common fractions, and decimals, with or without a calculator.

· Ability to apply concepts such as fractions, percentages, ratios, and proportions to practical situations.

· Define problems, collect data, establish facts, and draw valid conclusions.

WORK EXPERIENCE:

Ejadah Asset Management

Assistant Manager - Soft Services

July 2013 - Current

Projects: Jumeira Beach Residents, Dubai

Responsibilities: -

Area of Jurisdiction includes 32 high rise towers, multy type of retails, common area and all other facilities of JBR comprising of plaza, common area, retailers, kiosks & The Walk.

Responsibilities include:

Contracts Management

Planning and organization of Operations

Managing the soft services portfolio (planning, organizing, auditing, reporting, review & improve) such as

· Cleaning Services

· Waste Management

· Retail Management

· Recreation Facilities (Gym, swimming pool etc)

· Special arrangement’s/assignments related to requirements for Clients.

· Landscaping Management

· Pest Control Management

· Cleaning & Hygiene consumables

Mobilization of Contracts

Client Relationship Management

People excellence (Learning and growth)

Process excellence (Operational efficiency and risk management)

· Taking care of a multiple high rise buildings, residential and commercial.

· Managing multitasks/multi language team including Administration, Technical, House Keeping, Landscaping, Pest control, Drivers and Support services.

· Preparing and updating of yearly budget for different sites.

· Generating MIS reports, Weekly Report, Daily Reports and all Utility Report etc.

· Ensuring the fire detection, fire suppression and public address system are always in operational condition.

· Provide regular reports to the client on KPI's and develops innovative proposals to reduce the overall soft services costs through ongoing review with site teams

· Maintaining & updating the employee’s details in our Master file on daily basis.

· Responsible for quality food deliver to our employee as per the menu.

· Tracking of New Check in, termination, resignation and other site transfer of camp staffs.

· Preparing and tracking the compliance and audit documents without any NC points

· Preparing and tracking store requisition and dispatching the same to all the clusters after cross verify.

· Meet the vendors and suppliers for any discrepancy in products and tracking the KPI.

Emrill Services LLC.,

Sr. Supervisor Accommodations & Employee Welfare

April 2012 - April 2013

Projects: Emrill Group of companies staff accommodations - Dubai & Abu Dhabi

Responsibilities: -

· Taking care of a multiple staff’s camps day to day activities.

· Managed the team around 160 including Cleaning services and Support services.

· Preparing and updating of yearly budget for different camps.

· Generating MIS reports, Weekly Report, Daily Reports and all Utility Report etc.

· Ensuring the fire detection, fire suppression and public address system are always in operational condition.

· Provide regular reports to the client on KPI's and develops innovative proposals to reduce the overall cleaning costs through ongoing review with site teams

· Maintaining & updating the employee’s details in our Master file on daily basis.

· Responsible for quality food deliver to our employee as per the menu.

· Tracking of New Check in, termination, resignation and other site transfer of camp staffs.

· Preparing and tracking the compliance and audit documents without any NC points

· Preparing and tracking store requisition and dispatching the same to all the camps after cross verify.

· Meet the vendors and suppliers for any discrepancy in products and tracking the KPI.

●

Workers Village group of companies Accommodation Supervisor – Zones Corp Division Jan 2010 - March 2012

Projects: Workers Village group of companies - Dubai & Abu Dhabi

Responsibilities: -

· Taking care of a one of the biggest labor camp in UAE belongs to ZONES CORP – ABU DHABI with the capacity of 25000 employees (divided in 5 clusters) with different nationalities.

· Managing the team around 600 including Technical, House Keeping, Garden, and Transport and Support services.

· Tracking timesheet, leave, absent, overtime and sick leave on daily basis.

· Reporting to Facility Manager and updating the day to day operation.

· Responsible for internal circular, purchase orders and fuel request with regards to the Camp.

· Day to day co-ordination with Site Engineers and giving Technical inputs if necessary

· Responsible for shutdown maintenance of electrical & electromechanical equipment.

· Trouble shooting in various electrical equipments.

· Making Billing to the different Clients.

· Generating MIS reports, Daily Reports, Utility Report. etc.

· Making and Implementing Checklist for all equipments.

· Maintaining & updating the employee’s details in our Master file on daily basis.

· Tracking access cards, stickers, violation of camp rules penalty and all back charges on daily basis.

IL&FS Property Management Services Ltd

Facilities Administrator

Jan 2007 - Dec 2009

Projects: Cognizant Technology - Chennai, India

Responsibilities: -

· Taking care of a 600000 Sq. Fit MNC IT building in heart of the Chennai city in India.

· Reporting to Regional Manager and updating the day to day operational issues with completion report.

· Managing the team around 320 including Administration, Technical, House Keeping, Garden, Pest control, Drivers and Support services.

· Conducting operational meeting by weekly for better improvement and quality.

· Tracking the pending job orders and completes the same before the time line.

· Planning & forecasting the budget for Facility Management.

· Tracking all annual maintenance and ensuring timely renewals

· Preparing MIS Reports, Statuary Reports, audit Finding Reports and Costing Reports.

· Experienced in planning implementing the check list and managing the entire operation of Facility department.

· Expertise in designing and implementing training programs bringing keen customer services, high energy level and team spirit in the subordinates.

· Preventive Maintenance Schedule Planning, Consistent Monitoring of Implementation to reduce breakdown of machineries and equipment.

· Co-ordinate with AMC Vendor for various equipment of schedule maintenance.

· Identify and implementing cost savings, continuous improvement activity in a focused manner.

Updaters Services Private Limited

Sr. Supervisor - Operation

June 2005 - Jan 2007

Projects: ITC Hotels & Other sites - Chennai, India

Responsibilities: -

· Managing multiple site activities with related to soft services and technical services.

· Managing the team around 260 including House Keeping, Maintenance, Catering, Help Desk, Reception, Data Entry Operator & Pest Control.

· Arranging Motivational & Appreciation Programs for junior staffs every month for better output.

· Trouble shooting in various electrical equipment

· Day to day co-ordination with Site Engineers and giving Technical inputs if necessary.

· Planning and implementing of Crises Management, such as during flood, earth quake Internal and External Fire etc.

· Periodical PM Activity for various equipment (i.e.) Monthly, Quarterly, Half Yearly and Annual.

· Suggesting major expenses proposals to improve facility convenience and reliability and avoid major breakdowns.

Sinar Jernih India Private Limited

Facilities Operations Supervisor

March 2002 - May 2005

Projects: Hotel TAJ CORAMONDAL - Chennai, India

Responsibilities: -

· Taking care of day to day activities of Multiple IT and Commercial building in heart of the city and reporting to location Admin Head.

· Preparing MIS Reports, Statuary Reports, and Audit Finding Reports and Costing Reports.

· Conducting operational meeting by weekly for better improvement and quality.

· Help desk operating ensuring timely completion of client generated and self-generated complaints.

· Experienced in planning implementing the check list and managing the entire operation of Engineering Department and Soft Services.

· Expertise in designing and implementing training programs bringing keen customer services, high energy level and team spirit in the subordinates.

· Experienced in shutdown maintenance, trouble shooting

· Tracking the pending job orders and complete the same before the time line

· Day to day co-ordination with Site Engineers and giving Technical inputs if necessary.

· Tracking all annual maintenance and ensuring timely renewals.

· Ensuring the fire detection, fire suppression and public address system are always in operational condition.
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Hotel Regency Golden Sun Beach Resort

Housekeeping Sr. Supervisor

May 1999 - Feb 2002

Projects: Hotel Regency Group of Hotels - Chennai, India

Responsibilities: -

· Taking care of Business Class Hotel in heart of the city and reporting to the General Manager.

· Maintain the hygiene level as per the hotel standards.

· Taking care VIP Suits and Lounge of the hotel

· Tracking the pending job orders and complete the same before the time line

· Training conducting to supervisors, Team Leader and Room Boys for better quality and improvement.

· Help desk operating ensuring timely completion of client generated and self-generated complaints.
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Breeze Hotel Private Limited

Housekeeping Supervisor

May 1998 - May 1999

Projects: Breeze Hotel Private Limited - Chennai, India

Responsibilities: -

· Taking care of Public area and Floor Rooms of a Business Class Hotel and reporting to the Executive House Keeper.

· Training conducting to the new comers and Room Boys for better quality and improvement.

· Maintain the hygiene level as per the hotel standards.

· Taking care VIP Suits and Lounge of the hotel

· Tracking the pending job orders and complete the same before the time line

· Help desk operating ensuring timely completion of client generated and self-generated complaints.
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Hotel Days Inn Shelter Private Limited

Housekeeping Supervisor

June 1996 - April 1998

Projects: Hotel Days Inn Shelter Private Limited - Chennai, India

Responsibilities: -

· Taking care of Public area and Floor Rooms of a Business Class Hotel and reporting to the Executive House Keeper.

· Training conducting to the new comers and Room Boys for better quality and improvement.

· Maintain the hygiene level as per the hotel standards.

· Taking care VIP Suits and Lounge of the hotel

· Tracking the pending job orders and complete the same before the time line

· Help desk operating ensuring timely completion of client generated and self-generated complaints.

· Tracking all annual maintenance and ensuring timely renewals.

DOCUMENTATION WORK

Preparing power consumption records.

Preparing daily, Monthly, Quarterly, Half Early, Annual PPM Check List.

Preparing Operation procedure for various equipment.

PERSONAL MANAGEMENT / TRAINING

Performance review, Appraisal, Interviews.

Handling operational functions like staff briefing, review meetings etc.

Organizing and conducting practical and theoretical training to enhance skills.

Preparing power consumption records.

Preparing daily, Monthly, Quarterly, Half Early, Annual PPM Check List.

Preparing Operation procedure for various equipment

PERSONAL DETAILS

	Name
	:
	
	SHIVA

	
	
	
	

	Date of Birth
	:
	10.11.1974

	Sex
	:
	
	Male

	Marital Status
	:
	
	Married

	Nationality
	:
	Indian

	Educational Qualification
	:
	
	SSLC from BSSE, Patna

	
	
	
	Intermediate from BIEC, Patna

	
	
	
	B.Com from Ranchi University, Ranchi

	
	
	
	
	

	Professional Qualification
	:
	
	D.H.M.C.T

	
	
	
	Diploma in Hotel Management,

	
	
	
	From RIHM, Jamshedpur.

	
	
	
	Basic Computer Course.

	Additional Qualification
	:
	
	Qualified First Aider

	
	
	
	Qualified ERT Member

	
	
	
	5S Process Implementer

	Languages Known
	:
	English, Arabic, French, Tamil, Malayalam and Hindi

	Industrial Training
	:
	Sheraton Hotel, Aurangabad for Six Month


