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Email : sankaranarayanan.2015718@2freemail.com 
OVERVIEW
· Functional Head Administration at Bangalore from 2014 till date
· Head of Administration for the UK & Ireland with a strength of 11000 associates from 2011 to 2013 having 16 team members directly reporting
· Head of Administration for the Global Delivery Centre at Redhill/Horley, UK for the Legal & General Account from 2008 to 2011.
· Onsite experience at Motorola, Swindon, UK in Supply Chain and  Logistic Management for their P2 & Pilot Project stages during 2005-06 and was well appreciated by client
· 36 years of experience in the Engineering and IT Industry in Administration, Facility, Security and Logistics Management
· Last 27 years of experience has been in Tata Consultancy Services in the field of Administration Management
· Prompt execution and Management of work under extremely tight timelines  has been my strength
SKILLS
Technical
· Qualified General Administration and Logistics Specialist

· In depth knowledge of Engineering and IT fields

· Qualified and experienced in the General Administration, Hospitality, Purchase, Audits and Schedule/Facility Management

· Result Oriented project support

· Adequate working knowledge on Computers

      Managerial
· About 30 years of Proven Management skills in handling government, domestic and overseas customers
· Over 36 years of General Administration and Personnel Management skills

· Achieved clearance of Security, Administration and Health & Safety audits for Government and Insurance projects of TCS at different levels
· Recognised for excellent Communication skills and ability to convince customers on professional matters

· Track record of Time bound deliveries and meeting complex targets

· Project Management in setting up of Facility in India , UK and Ireland

· Equipped with rich administrative execution capabilities under extremely tight timelines.
EDUCATION
Degree

:  Bachelor of Arts with specialization in Economics

Institute
:  Arts & Science College, Secunderabad

University
:  Osmania University

Location
:  Hyderabad, Andhra Pradesh, India

Year &Month
:  June, 1981

Degree

:  Post Graduate in Industrial Relations & Personnel Management

Institute
:  Bharathiya Vidya Bhavan, Hyderabad

University
:  Rajendra Prasad Institute of Communication and Management

Location
:  Mumbai, Maharashtra, India

Year &Month
:  May 1987

CAREER PROFILE

1990 onwards:  

	Project
	Administration

	Period
	January 2014 to till date

	Position
	Assistant General Manager 

	The Project
	Functional Head

	Responsibilities
	Head of Purchase, Billing and Hospitality of the Region having the total employee strength of over 48000 at 15 locations.

	Work location
	Bangalore


	Project
	Administration

	Period
	Since January 2011 to December 2013

	Position
	Head Administration for UK & Ireland

	The Project
	Facility & Administration of the Region

	Responsibilities
	Complete in-charge of all offices in UK  and Ireland including setting up offices, day to day administrative operations, Health & Safety, Audits etc.

	Work location
	TCS London


	Project
	Legal & General

	Period
	July 2008 to December 2010

	Position
	Senior Manager Administration

	The Project
	Administration Head 

	Responsibilities
	Overall In-charge of all Administration, Facility Management, Logistics, H&S, Audits etc. of 3 locations 

	Work location
	TCS Redhill UK


	Project
	Administration

	Period
	June 2006 to June 2008

	Position
	Manager Administration

	The Project
	Building Administration In-charge

	Responsibilities
	Complete in-charge of administration of the building and the Transport logistics.

	Work location
	TCS Bangalore 


	Project
	MOTGTS RoHS/WEEE

	Period
	October 2005 to May 2006

	Position
	Shipping and Supply Chain Manager for Motorola Swindon

	The Project
	RoHS/WEEE :The aim of this project is to convert the conventional Telecom systems to RoHS/WEEE compliant systems.  The project was carried out basically in 3 places in India and one location each in US and UK.  The team at Bangalore consists of 45 persons and 10 at Motorola Swindon.

	Responsibilities
	· Managing all Shipping and Supply Chain activities for the project independently
· Raising Invoice
· Co-ordination with TATA India offices for obtaining STPI/Customs approvals for Motorola Shipments from Swindon

· Co-ordination with Motorola, China and receiving the P2 and Pilot boards
· Handling shipments to Motorola, USA and China

· Deployment of all P2 materials including Mechanical parts 

· Internal distribution of boards/mechanical parts within Motorola Swindon

· Despatch of mechanical equipments to vendors for repair

· Liasoning with Motorola shipping department at Swindon

· Logging serial numbers of all the materials

· Collecting data from China and Preparing report

· Preparation of Spread Sheets

· Organising conference call with Motorola US, China & Indian locations and updating the status report

	Work location
	Motorola, Swindon, UK


	Project
	Administration

	Period
	April 1990 to September 2005

	Position
	Administration Officer/Executive/Senior Executive/Assistant Manager/Manager/PL

	The Project
	General Administration

	Responsibilities
	· Client Management
· HR – Recruitment

· Handling employee grievances

· Travels

· Visa

· Accommodation

· Contracts

· Purchase

· Communication

· Despatch/Courier

· Space Management

· Transport

· Import-Export

· Facility Management

	Work location
	TCS Calcutta, Jamshedpur and Bangalore


	Project
	Administration

	Period
	September 1987 to March 1990

	Position
	Logistic Administration Manager

	The Project
	Logistic Administration

	Responsibilities
	General Administration

	Work location
	LARSEN & TOUBRO LIMITED, CALCUTTA


	Project
	Administration

	Period
	January 1983 to August 1987

	Position
	Assistant Manager

	The Project
	Administration

	Responsibilities
	General Administration

	Work location
	SISTA’S PRIVATE LIMITED, HYDERABAD


	Project
	Administration

	Period
	October 1981 to December 1982

	Position
	Assistant Manager

	The Project
	Administration

	Responsibilities
	· General Administration
· Handling sales

· Stock Control

	Work location
	S S MIRANDA LIMITED SECUNDERABAD


Academic Qualifications:

Post Graduate in Industrial Relations and Bachelors in Economics

PERSONAL DETAILS

Date of Birth


:  October 30th 1956
Sex



:  Male
Nationality


:  Indian
Marital Status


:  Single
Designation


:  Assistant General Manager

Current Location

:  Bangalore India

Passport details


:  #





   Date of issue:   February 21, 2012





   Date of expiry: February 20, 2022





   Place of issue:  London  

Residency Status in UK              :  Indefinite Leave to Remain
UK Resident No.

:  

                                                        Date of issue:  August 23, 2013

                                                        Valid until:      August 23, 2023

                                                        Place of issue:  UK

Contact No.(India)   

:  

Permanent address in India
:  “

References 


:  Available on request
