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A truly multi-faceted and reliable professional, having 15 years of experience with exemplary work ethics and high level of integrity, looking forward to senior level positions in Facilities and Administration / Logistics and Operations Management.
Summary of Achievements 

· Implementing SOP for Operations and Logistics as per ISO.

· Vendor management 

· Cost management – remarkable savings as a result of proven negotiation skills

· Property and asset management

· Team building - Instrumental and Inspirational in driving team members towards achievement of short term / long term organizational goals

· Event Management – Successful execution of mega events like National level competitions and Prodigies

· Business Development - Strategized approaches for successful implementation of a school based program in rural schools.

· Business Orientation - Consistent efforts and continuous improvement policies managing sales and quality service for development of the business.

· People management

Professional Profile

Organisational Experience

Dec ’10 – Jan' 15  at SIP Academy India Private Ltd., as National Manager Operations

· Designated as National Manager Operations in SIP Academy India Pvt. Ltd.
· Explicit expertise in General Administration, Operational, Events and Relationship Management.

· Management Representative for the company – ISO standards and audits

· Certified Internal Auditor for ISO 9001-2008 (QMS) 

· Responsible for Business Development of a specific program

Areas of Expertise

Logistics

· Identifying & delivering operational cost reduction and cost avoidance initiatives.
· Ensuring that project deadlines are met.

· Ensuring that all set targets are achieved.

· Managing supplier delivery performance and maintain supplier contracts.

· Negotiating pricing with local carriers.

· Cost management and reporting.

· Cross - functional support.
· Managing import and export via external distribution teams.

· Managing all supply chain activities.

· Taking into account capacity and planning ahead accordingly.
· Implementing new processes and procedures.
Operations

· Heading Operations with a team of over 40 for the volume of 550 centres across India
· Streamlined processes, setting up SOPs and increased effectiveness and efficiency of operational systems
· Country wide operations support
· Demand Planning / Forecast of the monthly requirements
· Stock Control and Quarterly check
Administration 
· Entire gambit of office administration.

· Asset management and maintenance.

· Partner management - Organized meetings, events and conferences

· Mega Event managements – Regional / National contest with massive number of students.
· Banquet arrangements

· Served as liaison between senior management, customers, colleagues and vendors to streamline flow of information.

· Delivery Management & Post Implementation support

· Staff Recreational activities and gatherings

Vendor Management

· Single window – a one point contact accountable for Vendors management

· Explored new quality vendors and same resulted in remarkable amount of savings.

· Managed records of all service vendors for various projects. 
· Interdepartmental requirements were always timely met with no compromise on quality service from Vendors.  
· Compliances ensured on purchase order and service licenses. 
· Ensured collaborative work with Business heads of other programs for overall achievement of business goals.
Quality & Processes

· Qualified Internal audit for ISO 9001- 2008 QMS by TUV SUD.
· With a collaborative effort with team members across other departments, have ensured “Satisfactory Report” year on year, towards auditory compliances, in my tenure as Management Representative for the organisation.
· Plan quarterly internal audits as per the process. Ensure all the activities and proper platforms are established in order to successfully attain / maintain the ISO accreditation.
· To provide support and to ensure efficiency in continuous improvement through employee involvement for ISO standards.
Dec’05 – Jun ’10 at TNT India Private Ltd.  

As Executive Facility and Administration – South.
 

· Merger and acquisition

· Sourcing and setting new offices / branches for operations.

· Handled over 80 properties across southern region.

· Timely renewal and negotiations.

· Asset management – South India.

· MIS for the properties.

· Organising annual get together, Coordinated meetings, events and conferences.
As Officer Operations - South.


· PUD activities for Operations and logistics

· Route planning for PUD.

· Warehouse management – inbound and outbound operations.

· Audit compliance – SA 8000, QMS, OSHAS

· Handled a team of 35 personnel for operations.

Jun ’04 – Nov ’05 at First Flight Couriers Limited as Branch Executive

· In- charge - Entire branch operations and admin related activities.

· In bound and out bound operations.

· Route planning for PUD.

· Cash Handling – office related expenses.

· Daily deposits – cash collections.

· MIS – operations - Weekly reports

Oct ’03 – May ’04 at SBOA Matriculation School as Physical Education Teacher. 

· Regular classes.

· Coordinating various games and sports within school.

· Responsible for building junior and senior level teams – Games and Sports.

June ’98 – Sep ’03 at Leo Matriculation School as Physical Director


· Regular classes.

· Coordinating with various games and sports within school.

· Responsible for building junior and senior level teams – Games and Sports.

· Organised F-Zone Sports meet – coordinated with over 40 schools for the govt tournament.

Academic Credentials

· Bachelor of Arts – Madras University.

· Bachelor of Physical Education – Madras University
Training programmes / certificates 
· Certified Health and Fitness Trainer – Academy One  

· Qualified Internal Auditor for ISO – QMS  from TUV SUD
Achievements as athlete

· Gold medallist in 200 & 400mts in Madras University for the All India Inter University Athletic Meet, 1994-95.

· Silver medallist in 200 mts in National Level Athletic Meet, 1989 – 90

· Gold medallist in 200 & 400mts in Tamil Nadu State Athletic Meet, 1989 – 90

Achievements as Coach

· Was instrumental in coaching two players to represent the state team, which went on to win the tournament.

· Both the players were sent to England to witness India vs. England world cup 1999.

· Helping players in their fitness in First flight and TNT India.

Languages Known (Read, Speak, Write)

English and Tamil
Personal Details

Date of Birth: 02 July 1972

