LAKHVINDER 
Email: lakhvinder-396827@gulfjobseeker.com  


Post graduate with more than 11 years of experience in Facility Project Management/ Core Administration/Vendor Management/Infrastructure Management/MIS Reporting & Analysis/Event Management/Employee coordination & Engagement/Cost optimization & Budgeting/ etc.
Accomplishments
· Created SOP’s for Governance and Administration & Facility
· Center For Excellence winner for 2016 & 2017 from support team within entire organization throughout the location- the highest employee award in Mastech Digital

· Centre For Excellence for Security Audits.
Core Competencies

- Facility management projects, involving scoping, space management, human resource mobilization, structured communication, procurement management and execution within cost & time parameters
- Corporate Administration
- Office Management
- Vendor & Procured Management
- Travel & transport Management
- Event Management
- Employee Engagement 

- Infrastructure Management

- MIS Reporting & Analysis / BI Presentation

- Budgeting & Cost Allocation
- Security Management
Professional Experience
Position:

Astt.Manager- Administration (April 2014 till 12 June2019)


Sr.Executive Administration (Feb 2012 – March 2014)

Key Responsibilities: 

· Develop and implement a facility management program including preventative maintenance and life-cycle requirements
· Allocate and Manage facility space Management
· Plan and Manage facility central services such as Reception, Security, Cleaning, Catering, Stationery, CCTVs, Fire alarms etc.

· Transport Management ( Day to day transportation for employees)
· Manage Administration & facilities for Noida office
· Travel Management ( Ticketing, Visa and Accommodation)

· Budgeting and cost allocation- Generate and present regular reports and reviews of facility-related budgets, finances, contracts, expenditures and purchases

· Asset Management

· Vendor Management/Services Contracts/ Calculate and compare costs for goods and services to maximize cost-effectiveness
· Event Planning and Management
· Ensure compliance with health and safety standards and industry codes

· Supervise maintenance and repair of facilities and equipment
· IT Management- Coordination with ISP providers for Voice and data services and technology partner for instrument support

· IT asset procurement as per with industry standard and organization licensing plan

Organization: 

Aptara Corporation (Dec 2007 – Dec 2011)
Position:

Executive Then Sr.Executive, Administration
Key Responsibilities: 

· Office Administration, Housekeeping, Cafeteria, and Asset Management, Security etc.
· Mock drills and Evacuation drills planner and organize drills.
· Training to Security Personal’s time to time regarding drills and for safe Company Premises.

Responsible for Security, Cafeteria, Housekeeping and Transport Audits.
· Responsible for maintaining Health and Safety standards.
· Transport management – pricing, Routing and rostering for employees

· Vendor Management – end to end vendor dealing

· One-point contact person in handling all employees Complaint in the Facility, and coordinating same with the respective Person, to ensuring all complaint to be rectified with proper way in minimum time

· Handled general queries and all other miscellaneous admin facility related work, like taking care of cafeteria, transportation, housekeeping, Security management, and pantry services etc.

· Guest house management and maintenance
Educational Qualification

-  Graduation (B. Com) C.C.S University[image: image1.png]



