JITENDRA
Date of Birth:  29 / 01 /1977
Objective
To obtain a superior foundation for building a professional career for myself, a place where I can learn, achieve and grow alongside the experts of the field.
· Anticipate and respond quickly to the dynamic environment.

· Have autonomy and flexibility.

· Dedicate all my creative energies to find winning solutions.

· Have strong interpersonal skills and utilize them to achieve common goals.

· Consistent good performance in areas involving analytical and logical skills.

Confidential
Goa 

Aditional Director (1st November 2015 Onwards)

Fraser Tilley Cad Modeling Ser. Pvt. Ltd.(Branch of Survey2Cad Ltd. UK)
Goa 

General Manager Operations (1st April 2013 till 31st Oct. 2015)

Fraser Tilley Cad Modeling Ser. Pvt. Ltd.(Branch of Survey2Cad Ltd. UK)
Goa 

Operations Manager  (1st July 06 to 31st March 2013)
My Overall Responsibilities 

· Managing admin functions including infrastructure management, housekeeping and local matters. Co-ordinate with statutory authorities for relevant matters. 

· Liaising with Govt. officials & general administration.
· Handling employee details and personnel files, leave, records, attendance, recording daily schedule and relevant registers.
· Employee Development - talent identification and review, potential assessment with the Team Leader, designing development plans.

· Initiating in Job analysis, pay for Performance, Performance Measurement.

· Maintaining all records of employee’s performance. 
· Summarizing development plans, training undertaken, knowledge sharing sessions, certifications, contributions to organization related activities for all employees.

· Liaising with different agencies such as property owner(s), suppliers, utility/ service-providing agencies.

· Monitor teams performance through observation, dashboards, documentation review and statistical 

      analysis and take appropriate steps to ensure improvement.

· Lead and motivate team of above 60 engineer, to achieve team objectives and aligning department goals to Organization goals.
PUNJ LLOYD LTD.
Dabhol Power Project (Dabhol)

Assistant to Manager (3 Nov. 04 To 17 June 06)
My Overall Responsibilities with Procurement 

· Material Control, Coordination, Assist in Vendor Selection & Procurement, Inspection, coordination, Expediting and Logistics i.e. maintaining value chain.

· Coordination with Client & Supplier relationship. 

· Inter departmental co-ordination & stream lining, liabilities preparation

· ERP (Enterprises Resource Planning) of Purchase activities on line for better co-ordination with concerned Authorities & Department

· Conduct weekly/monthly Physical Verification of stocks Perpetual Inventory System

· Ensure that all the materials issued to functional departments is backed by System Generated Issue Notes. 

Working Style: Sourcing for lowest price ensuring good quality that meets or exceeds our specification. That should in concord, through negotiations and/or developing alternate sources. Work with end users to qualify alternate sources. Proactive review material actual usage versus planned usage and take necessary actions with relevant departments and suppliers to a void inventory expiration or shortage. Initiate, support and participate in cost reduction program, Commodity strategic teams and vendor performance rating.

Achievement: - Coordination with supplier in line to ensure safe and on time arrival of procured material & in continuance to ensure quality of the material.
	
Work Experience 

	May.2003 - Oct.2004
	Punj Lloyd Limited
	Dabhol Power Plant,Maharashtra


Worked as Facility In charge.
· Looked after administrative responsibilities of the department.

· Preservation, maintenance of Water treatment plant & sewage treatment plant.

· Looked after maintenance of 1250Kva, 625Kva & 325kva D.G. 

· Mobilisation of manpower (30 workers) Viz. Electrician, A.C. technician, Plumber & Fitter.

· Proper Planning of shift Rotation as per requirement of work. 
· Maintenance of the entire Gym and swimming pool.
· Looked after the Electrical Maintenance of the Housing colony.

· Managed & supervised facilities, Maintain/Ensure uptime of office facilities viz. AC, DG, UPS, general power supply, water, sanitation etc.

· Managed housekeeping, upkeep and security for the company's premises.

· Looked After Front Office, Hospitality, Guest House, Transit arrangements Ticketing, Tour & Travel, Transport/ conveyance arrangements and Courier & Dispatch.

· Plan overtime in consultation with HR in his department so as to reduce manpower cost.

· Implementing improvement plans on house keeping & safety in the department

· Coordination with the Purchase department on a regular basis so as to maintain a minimum Inventory level of raw materials & Engineering spares.
· To ensure that all the protective equipments given to the Associates/Contract Workmen for safety purpose are being used during daily operations. 
	

      Work Experience


	Sep 2001 - Sep 2002
	Empire Crown
	C-Schem, Jaipur, Rajasthan


Empire Crown is a private firm & they provide Tally solution to the clients. 
Worked as a computer accountant.
· Entry of all account related activities.

· Handling of account software (Tally)

· Documentation & Book Keeping.

	Education

	Year
	Class
	Subject
	School
	Board/University 

	2000
	B.A.
	History, Public Administration, Philosophy.
	Govt. Collage Nimbahera Chittorgarh.Rajasthan
	M. L. S. University, Udaipur (Rajasthan)

	  1995
	XII
	Physics, Chemistry Mathematics.
	Govt. School Nimbahera, Chittorgarh.Rajasthan
	Ajmer Edu. Board (Rajasthan)

	1992
	X
	All Sub.
	Govt. School Nimbahera, Chittorgarh.Rajasthan
	Ajmer Edu. Board (Rajasthan)


Professional Qualification:
· Oracle based ERP Training for procurement viz. raising of Purchase Order, Job Order & Work Order.

· Well versed in M S Office, Internet.
Personality Traits:  
· Expressive 

· Creative / Innovative 

· Adjustable 
· Responsible
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