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Profile Summary

2+ Years of Experience in Office Manager & Administrator, HR, Junior Project Manager-Civil, Personal Assistant.
Education
05/2007 – 10/2010 
Bachelors in “Business Management Studies” at the University of Mumbai, Maharashtra, India.



Major Subjects:

· Human Resource 

· Marketing 

Topic of thesis:  Infrastructure Management.

06/2010 – 09/2013
Advanced Diploma in “3D Animation”




Major Subjects:

· Pre-Production software’s
· 3D Modeling 
Professional Work Experience


10/2013-12/2015
Office Manager & Administrator, Junior Project Manager-Civil, Mumbai,
India.
Projects:
· Resurfacing of exciting main roads with premix-hot mix hot laid bituminous concrete & seal coat at Anuvika township (TMS), TAPS-2015.

· Repair of storm water drain, pathway and other associated repair works and preparation of pre-cast cover near welfare center, guest house, Anuviakas Township (TMS) .2014-2015.

Responsibilities: 
· Responsible to prepare monthly and weekly plans based on Schedules issued from contractor and ensuring that the planned output is achieved from manpower, machinery and materials.
· Ensuring Control on excess use of Materials and minimizing wastage. 
· Ensuring Quality of Materials through inspection and testing done by QC Engineer.


· Management of schedule, quality, environmental and health and safety management. 

· To check that during project all the legal policies are being followed.

· Manage Material requirements and Man Power requirements. 

· Control manpower and construction equipment’s. 

· Coordinate with project engineers to ensure that project contracts and tenders are filed on time.
· Communicate with staff, suppliers and manage records, monitor expenses, filing, copying, scanning, ordering supplies and overseeing supply reordering and make sure required materials delivered on time.
Administrative duties and record keeping:

· Managing office budgets.
· Processing of all the payments on a weekly staff wages.

· Preparations of Daily-Weekly-Monthly Progress Report in excel and word format.
Personnel Skills and Competences
Computer skills: 
MS Office (Word, Excel &, Power Point,) Adobe Photoshop;  
Languages:

English (advanced); Hindi (Proficient); Telugu (mother-tongue);
Interests & activities: 
Netball (2 Years in a Club), Sketching, Digital painting, Reading Novels, 
Cooking, traveling, Photography.  
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