Banafar 
Banafar.362147@2freemail.com

Admin / Office Manager / Administrator (Construction)
Senior Ex-Serviceman (Indian Navy) with nearly 29 years of experience in managing office & administrative functions across diverse organizations in India and the Middle East. Proficient in setting up & managing offices / departments / education institutions including recruiting, grooming and mentoring team members across professional career; exploring challenging senior managerial assignments with a professionally managed organization
	Core Competencies include…

Strategy Planning & Implementation

Camp / Property Management

Service Delivery Enhancement

Facilities & Security Management

General Administration
Vehicle & Fleet Operations
Management Interaction
Liaison & Coordination
Human Resource Management
Documentation & Records Maintenance
Policy Implementation & Compliance

Resource Optimization
Training & Development 
Team / People Leadership


	Executive Summary

· Office Management / Camp Operations/ Facilities Management: Skilled in managing Accommodation Staff & Workmen operations encompassing security, facilities management and vendor interactions as well as maintenance of organizational standards for enhancing boarder satisfaction

· Security Compliance: Acquaint team members with technological advancements in the field of security operations and obtain management approval for implementing the same in the organization. Skilled in maintaining adequate security protocols across areas of operations

· General Administration: Set up effective communication methods and procedures for collating and evaluating user feedback for implementing various process improvement initiatives
· Organizational Representation: Represent the organization and built rapport with key decision makers at various government and private sector departments aimed at seamless operations

· Human Resource Management: Demonstrated senior leadership capability in identifying and researching on human resources issues for matching human resource objectives to organizational objectives

· Highly organized, disciplined and task focused with fine-tuned analytical, troubleshooting and administrative skills. Personality traits include decision making ability and capacity to delivery under pressure


Professional Experience
MS Constructions, UAE








Jan 2016 Onwards
Facilities Administrator
Responsibilities: 

· Involved in administration of workmen accommodation and welfare amenities for workmen at UAE in compliance to organizational policies and procedures

· Maintain updated status of apartment and ensure completion of relevant documents prior to resident move in. Conduct orientation sessions for the residents based on business as well as operational requirements
· Manage allotment of accommodation for employees across the organizational hierarchy including finalizing requirements and specifications as per LOI in coordination with Head Office and Vendors
· Ensure compliance to statutory requirements with regards to Water, Sewage, Catering & Fire Fighting as well as petty cash procurement
· Optimize resource utilization through task allocation to workmen at various camps and ensuring compliance to SLA parameters across assigned tasks

· Follow up on repairs and obtain completed service requests on weekly basis. Ensure compliance to cleanliness and curb regulations of the community across the premises

· Develop rapport with existing clients & prospects for identifying & developing new business opportunities. Prepare & maintain updated client database for fulfilling future business requirements 
· Coordinate with the senior management in preparing & implementing department budget aimed at maintaining seamless operations

· Function as security, store and transport in-charge involved in ensuring compliance to organizational policies and procedures in day to day operations
· Prepare & present various status reports for the senior management & other stakeholders to enable effective decision making
Orient Craft Ltd, India 









Apr 2015 - Jan 2016
Unit Admin Manager
Highlights:

· Acknowledged for accomplishing organizational recruitment targets despite short tenure with the organization
Responsibilities: 

· Functioned as Unit Admin Manager for an export garment factory consisting of 2000+ Labor Workmen Force excluding 125  staff
· Acquainted team members with organizational policies & procedures for implementing the same in day to day business transactions
· Managed human resource aspects encompassing recruitment, employment, compensation, labor relations, benefits, training, and employee services as well as defining various policies and procedures
· Built & maintained productive business relationship with various internal departments and external entities pertaining to operational requirements

· Evaluated team performance and rendering productivity enhancement feedback. Prepared yearly business forecast based on competitor market evaluation and studies of market rates

· Updated business status to the senior management team enabling effective decision making with regards to restructuring business strategies
Larsen and Toubro (L&T), Muscat - Oman 






 Aug 2008 – Dec 2014
Asst. Admin Manager
Highlights:

· Successfully set up camps in short notice leading to alignment of resource requirements to project objectives
Responsibilities: 

· Worked as Admin / Camp Manager at Oman Construction Division in various regions of Oman, GCC. Managed administrative functions at corporate office including administration of welfare & amenities for workmen at accommodation area

· Managed housekeeping of various accommodation area of VIP, Staff and Workmen including vehicle of organization / security officer

· Focused on administrative functions related to VIP Guest House, Staff and Workmen formalities, Liaison Officer, Staff Bachelor Accommodation & VIP Guest House

· Maintained regular interaction with key decision makers across government departments like Municipality, Royal Oman Police, Insurance based on business and operational requirements

· Ensured compliance to HSE standards across workmen camps and catering areas. Interacted with catering & workmen representatives for seamless operation of the mess
· Managed administrative aspects related to maintaining budgets, finances and interacting with vendors for ordering supplies based on inventory/ stock levels

· Liaised with facilities management pertaining to repair/ maintenance of facilities, managing catering & conferences including setting up & refurbishment of residential accommodations

Aurora Consortium, India 








Jun 2003 – Jul 2008
HR & Admin Manager
· Assisted the Head of Institution regarding Planning, Implementing and Enforcing the discipline policy of the Institution; ensuring that the policies are followed 
· Maintained and Analyzed disciplinary records of Faculty, Non-Teaching Staff  and Data of students

· Oversaw the Estate management of the Institution and Liaising with Government Authorities & Contractors on Estate maintenance, improvement work and cleanliness of the Institution.

· Reviewed and maintained security and safety of the Institution premises and property, including the establishment of security and safety procedures and the conduct of emergency exercises
· Ensured the safe maintenance and security operation of all school premises; manage the maintenance of the institutional site including the purchase and repair of all furniture and fittings 
· Ensured systems are in place for effective monitoring, measuring and reporting of health and safety issues to the Senior Team, Directors and where appropriate the Health & Safety 

· Provided logistics support for institutional activities , excursions and functions; availability of utilities & equipments
· Worked with Faculty in the management of student affairs which include supervising students during Institution activities and mentoring them for the activities 

· Ensured that all Recruitment, Appraisal, Staff development, Grievance, Disciplinary and redundancy policies and procedures comply with legal and regulatory requirements 

· Supervised a team of Non-Teaching Staff  and provided them with on-the-job training
Previous Assignments
Indian Navy 










Jun 1988 – May 2003
Petty Officer (Writer)
Academics

· Master Degree (Public, Personnel & Management),  Osmania University, Hyderabad (1997)
· Bachelor Degree (Administration & Accounts), Indian Navy, Ministry of Defence (2003)

Professional Development

· Certified in Leading Writer Qualified Course

· Certified in Petty Officer Qualified Course 

· Certified in Leadership Management Course

· Certified in Security Officer Course

· Training on Supply Order and Monitoring System

· Training on Enterprise information portal (EIP)
Personal Dossier
· Date of Birth
: 27th October 1969
· Languages Known
: English, Hindi, Tamil & Telugu
· Nationality

: Indian
· Visa Status

: Employment
~ References Available Upon Request ~
