Ghanshyam 
E-Mail: ghanshyam.376796@2freemail.com 
Contact:  +971505891826

Profile :
· Excellent expertise in administration, Operations & controls in all the areas of business. Innovative and highly effective cost control management. 
· A dynamic professional with more than 8 years of experience in General Administration, Facilities operations & maintenance & operation of  & at Corporate office & managements at sites.
· A skilled communicator with excellent, relationship management, interpersonal and analytical skills. Flair for interacting with people.

· Well versed in dealing with Government agencies, Statutory Authorities, Corporations and other Service Providers. 

· Result oriented professional with leadership qualities, possessing excellent presentation, organizational, team building skills and strong analytical mind-set. 

· Proficiency in setting up infrastructure facilities through introduction of new technologies resulting in cost reduction. 

· Demonstrated ability to effectively plan, coordinate & meet deadlines

Currently working at Head office of & at Vidharbha Infotech pvt Ltd,Nagpur Since 09 Aug 2016  as an Head of Operations 

CTC: 4.8 lacs Inr
Responsibilities;-
· Looking after Head offices in Nagpur responsibilities ( Admin and Operations)
· Handling the administration MIS, effective planning and execution of cost control initiative and ensuring month over month cost drop in various heads.
· Hod of Finance , Operations & HR

· Handling with complete responsibilities of general administration such as , security, procurement, asset management, Guest management, front office management, organizing company events, logistic management, vendor management.

·  Formations and implementations policy such as security, Travel management, Petty cash, Administration Department etc. 
· Budgeting Process Optimization - Resource Deployment, Vendor Co-ordination - Contract Management. Maintenance & Engineering - Procurement & Vendor development
Worked at Corporate office of & at SMS Infrastructures ltd ,Nagpur Since June  2011 as an Head of Administration. Post AGM

CTC: 4.75 lacs
Introduction ;-
Responsibilities;-
· Looking after Corporate offices in Nagpur responsibilities ( Admin and Liaison and Travel Desk).Office size 30,000 Sq feet & off. Staff 354  of 6 verticals.
· Managing an administration team of 5& managing work report of 58 employees, playing the key role in training the staffs, defining their job responsibilities, Performance review. Close monitoring monthly task list and driving the team for 100% outcome of Admin department.
· Raw material planning on daily basis to run the canteen.
· Maintain hygiene in canteen to serve food to employees in better way.
Current food handling policies and regulations to prevent food spoiling and contamination.
Supervising employees in canteen to complete the daily task.
· Handling the travel international & Domestic Travel Desk which includes negotiations and Tie ups with Hotels for stay and tie up with Airline, Travel company and  designing/ preparation of international & Domestic travel policy and ensuring the 100% adherence to SOP’s. Modification of travel request to reduce the additional costs.

· Handling the administration MIS, effective planning and execution of cost control initiative and ensuring month over month cost drop in various heads.

· Quarterly presentation to company director and management on the new initiatives, formation/ defining strategy up on company Administration SOP, Quarterly MIS report, Cost control, etc.

· Handling company statutory compliance such as Shop and Establishment, Factory License, Labour registration license custom, supply chain etc.

· Handling with complete responsibilities of general administration such as housekeeping, security, procurement, asset management, Guest management, front office management, organizing company events, logistic management, vendor management.

·  Formations and implementations policy such as security, House Keeping, Travel management, Petty cash, Administration Department etc. 

· Budgeting Process Optimization - Resource Deployment, Vendor Co-ordination - Contract Management. Maintenance & Engineering - Procurement & Vendor development
Worked With M/S Khare & Tarkunde Infrastructures ltd as Manager –   Administration from August 2009 till June 2011.

Introduction ;-
M/S Khare & Tarkunde Infrastructures ltd infra company into bridge construction & power Project.
Responsibilities:- Looking after government related liaising of head office & sites and its administration.
Responsibilities;- 

· Assets Management, Office Maintenance, service contacts, office interior, renovations space utilization, Travel management, Visa / accommodation management Vendor Management, Purchase, service contacts AMC of Assets etc.
· Handling complete facilities& infrastructure set up 

· Liaising with , vendors, hotels, car rental agencies, Local ward officers, Police, Government bodies & officials, Municipality, Service providers as MTNL, VSNL, etc., Custom Department and Statutory Bodies such as STPI, etc.
· Overseeing optimum and effective utilization of funds in providing congenial work environment.
· Handling the purchase of stationary, office equipment purchases & looking after their maintenance.
· Handling the various types of vendors like Electrical, Air Conditioning, Plumbing/Fire Fighting, House Keeping, Pantry Service provider, Carpentry job etc.
Worked with INDUS TRAVELS  As MANAGER from April 1993 till Jul 2009.

Introduction ;-
Indus Travels was leading online travel company in Nagpur Created to empower the traveler & corporate with instant booking and Air travel Solutions 

Responsibilities :-

· Was handling Thomas Cook clients in Nagpur as General sales Agent.

· Complete office Administration.
· Generating periodical MIS reports monthly.

· Managing cafeteria management, printing & stationery.

· Ensuring timely vendor payments and better coordination.

· Ensuring optimum and effective utilization of funds.

EDUCATION 

· BE Electronics from Nagpur University in 1992
· HSC from Maharashtra board in year 1988
· SSC from Maharashtra board in year 1986
                                                           Computer Skill 

Excellent in excel, word excel, power point, Presentations etc.

                                                           Language  

Well spoken and written in Hindi, English, Marathi ,Gujrati
PERSONAL DOSSIER

Date of Birth
: 22th April 1969
Ghanshyam 
Core Competencies


General Administration & business operations


Infrastructure/renovation/ new project / office setups


Canteen management & maintenance


Housekeeping Management


Security Management 


Accommodation Operations/ Travel Desk


Airline ticketing & Forex


Vendor Sourcing/ tie ups, Service contract, Annual Maintenance contact 


Assets Management


Transportation Management


Vendor Management


Managing Stationery, Printing


Logistic management


Statuary Liasoning


Managing Events 


Communication needs of company & its staff








