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Seeking senior level managerial assignments with key focus on Centre Management / General Administration / Operations Management /DTP Manager with an organisation of repute 

PROFESSIONAL SUMMARY

A competent and result oriented professional with cross-functional experience of nearly 9 years in Centre Management, General Administration, Facilities Management, and Operations Management. Currently designated as Centre Manager cum DTP Manager with TEKO Classes, Bhopal. Proficient in managing the centre routine activity including collecting fees, business development. Hands on experience in general administrative activities and facilities management across assignments. Deftness in devising budgets and handling complete facilities (sites) & infrastructure set up and liaising with contractors & interiors for the same in agreed budgets. Posses experience in Typing work, printout, downloading document from site, scanning and CD writing. Efficient handling of complex situation in line with existing business trends and also making appropriate decision in the larger interest of the organization. Possess excellent communication, interpersonal & leadership skills.

CORE COMPETENCIES
Centre Management / Administration

· Conceptualizing and implementing procedures and systems across designated area of operations for facilities management, administration operations. 

· Effectuating disaster management procedures as well as defining processes and procedures for crisis management and work management.

· Designing & implementing of formats, standards & process for Budgets, Electrical Loads, Monthly reports, preventive maintenance schedules, and log books for the all the major equipments & consumption.

· Overseeing purchase and procurement in coordination with vendor personnel, initiating purchase orders through constant follow-ups, maintaining records and ensuring timely receipt of material.

· Ensuring continuous improvements in service levels by benchmarking the best practices.

· Leading, mentoring & monitoring the performance of faculty members to ensure efficiency in process operations and meeting of organizational goals.

· Implementing systems, migrating systems to upgraded versions to achieve maximum efficiency in various operation; spearheading process improvement initiatives.

· Ensuring continuous interaction with the students to make sure that area of concern can be worked upon for improving the academic levels.

· Guideline for study package & appointing manpower.

Profit Centre Management

· Managing complete business operations with accountability of profitability, forecasting sales targets & executing them in a given time frame. 

· Handling the business development operations and accountable for increasing the growth in revenue.

· Conducting competitor analysis by keeping a close view of market trends to achieve metrics.

· Interacting and coordinating with advertising and media agencies for brand promotion activities.

DTP Operations

· Composing Science book/Technical book with diagram

· Composing (typing) Maths book & Engineering and Medical book.

· Creating layout and simple design; scanning, image manipulation, colour correction and diagram
drawing; PDF creation), principally in magazines using Mac (in particular) and PC systems and software; scheduling, flatplanning and copy flow management and creating of digital content.

· Conducting weekly meeting with DTP and the production manager to plan workloads and solving problems.

PROFESSIONAL EXPERIENCE

Since Apr’07 at TEKO Classes, Bhopal as Centre Manager cum DTP Manager

Key Deliverables

· Developing schedule and organising program in response to students need; counselling new students for admissions, collecting fees and arranging classes.

· Controlling examinations, creating sources for data updating and advising students for different courses.

· Designing study material, question papers and managing the other routine administrative activities. 

Major Attainments

· Successfully enrolled 120 Number of students for courses IIT JEE.

· Achieved 80 % growth in business for IIT JEE & 95 % success ratio achieved in admission IIT JEE preparing student.

Apr’06- Mar’07 at ALCHEM (Balaji Blessing Institute Private Limited), Bhopal as DTP Operator

Key Deliverables

· Designing study material and question papers, composing technical and non technical book.

PRECEDING EXPERIENCE

Aug’05 – Apr’06 


Star Infotech, Bhopal as Data Entry Operator

Nov’03 – Jul’05



Soni Graphic, Bhopal as Computer Operator

May’00 – Aug’03



Casyon Engineer & Consultant, Bhopal as Computer Operator

QUALIFICATIONS

· Certificate in Guidance from Indira Gandhi National Open University, New Delhi in 2003.

· B.Com. from Barkatullah University, Bhopal in 2000.

Others

· Computerized Accounting Course (Tally & NGFA) from Sant Ravidas Shiksha Avum Manav Vikas Sansthan, Bhopal in 1999.

· One year Diploma in Computer Application from Pacific Computer Systems, Bhopal in 1998.

I.T. Skills

· Internet Knowledge, FoxPro, Lotus, WordStar, MS DOS, Page Maker MS Office (Word, PowerPoint, Excel), MS Access, Adobe Photoshop, MathType Software and CorelDraw.

PERSONAL DOSSIER
Date of Birth


15th December 1977

Linguistic Abilities

English and Hindi

Marital Status


Unmarried

Hobbies



Travelling to different place 

