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curriculum vitae

SACHIN



 Email:  sachin.368761@2freemail.com 


PROFESSIONAL FORTE:-
· An energetic proficient with over 10 years of rich & extensive experience in Hydro-Electric Power Project Operations. Presently spearheading with Italian Thai Development Public Company Ltd. as an Deputy Manager.

· Self driven and self reliant, sets aims and targets and leads by example, collaborative approach with good interpersonal skills to engage, motivate and encourage others through change.
· Good communication, analytical and numeric skills. Well versed in working in computerized environment with hands on experience in MS Office & Other Software.
CORE STRENGTHS:-
General Administration  & Resource Management ♦ Spreadsheet & Database Creation ♦ Records Management ♦ Strategic   Planning ♦ Production, Planning & Control ♦ Bid Management ♦ Report & Document Preparation ♦ Material Management ♦ Rebar & Fabrication Site Work Billing ♦ Bookkeeping & Payroll ♦ Store Handling ♦  Inventory Control ♦  Workforce   Management ♦ Liaison & Coordination ♦ Training & Development ♦ Troubleshooting. 

CAREER CHRONICLE:-
ITALIAN THAI DEVELOPMENT PUBLIC COMPANY LTD., Himachal Pradesh - Mandi


  Sept. 2006-Jan 2017
Project: Kol-Dam Hydro Electric Power Project [4 X 200 MW]

Client: National Thermal Power Corporation [NTPC]
Assistant Manager ( May 26th.’2011 to Jan. 25th.’ 2017)      
ROLES & RESPONSIBITIES:-
· Versatile professional with  excellent  organizational  skills and  capable of managing multiple task simultaneously and meeting tight timelines.

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

· Monitoring and reviewing inventory level by physical count, recordkeeping and visual inspection to identify need for purchasing materials, equipment and  supplies.

· Planning and coordinating in advance with all Shift Engineers / Supervisors within section for easy availability of material & spares on day to day basis.

· Preparing monthly reconciliation of the various resources for cost control purposes such as  manpower supply, Vehicles, Tools & Tackles, Consumables, Site Facilities etc. 

· Formulate and manage bid program, maintaining variety of records, such as inventory costs, retail prices, quality, quantity on hand damaged stock, disposal of scrap, monitoring theft etc.

· Periodically conducting review meetings with production, quality, maintenance and other departmental heads to assess work performance against targeted production levels and provide required resources .

· Leading and supervising workers engaged in the Rebar, Fabrication of buildings and other civil works and assists the civil supervisor in the coordination and performance or related  activities such as setting out, administer of bar bending & cutting schedule.

· Managing procurement process & procedures as per company manuals & system.

Admin Assistant  –( Jun. 01st. ’2008 – May 25th. ’2011)
ROLES & RESPONSIBITIES:-
· Record and maintenance of personnel files of all the employees’ data.

· Recruitment Requisition Processing Co-ordination  

· Interview Evaluation Form Processing Co-ordination  

· Induction and Completion of Joining Formalities

· Issuing Offer and Appointment Letter 
· Accurately updating the HR employee database, MIS

· Looking after Internal transfer & Promotion.

· Maintaining leave encashment, Traveling Reimbursement etc. of employees.
· Preparing & Checking of contractor’s bill 

· Office administration facilities and maintenance.
· Train and lead trainee employees with lower graded staff, as and when required.
G.C.T– ( Sept. 12th. ’2006 – May 31st. ’2008) 

ROLES & RESPONSIBITIES:-

· Word processing manuscripts, letters, Spreadsheet creation and management. 

· Performing and prioritizing a multitude of complex administrative duties. 

· Processing outgoing mail, Filing all correspondence, Typing memos and correspondence. 

· Greeting and assisting visitors to the office in a courteous manner. 

· Answering phone calls and forwarding callers to appropriate staff members. 

· Schedule appointments and meetings.

· Making travel arrangement on behalf of senior managers. 

· Photocopying, scanning documents and distribute material. 

· Managing staff appointments. 

· Meeting managers and highlighting any office issues to them. 

· Streamlining office procedures to make them more efficient. 

· Handling confidential information ,Sorting, prioritizing and distributing incoming mail. 
ARADHANA SOFT DRINKS COMPANY, [Pepsi Co. India Ltd.]





          


   Feb’05-Aug’06
RSP (Route Sales Promoter)
· Supervised all operations of Distributors stores & was responsible for Regional warehouse accountability & also supervised 
        all inventories.
· Handled Hire/fire, train, supervised and developed Distributors & Sales Personnel. Also handled sales planning, administer
        loss prevention program.
· Coordinated extensive marketing and merchandising functions & managed promotional activities such as road shows,
        literature and brochures.
LORD SHIVA COLLEGE OF EDUCATION, Sunder Nagar                                                                                          Sept’02 – Jan’05

 Computer Programmer
· Responsible for administration work, IT Teaching & Training on the following Platform.
· Programming Languages
: C, C++, HTML-DHTML & familiar with Visual Basic & SQL.
· Operating System

: DOS, Linux, Win-NT, Win-2K, Win XP.

· Database Tools

: Excel, Oracle, Fox-Pro.

· Other Skills


: MS-Word, Power-Point, Developer-2K, Internet.


PROFESSIONAL CERTIFICATION:-
MBA (HR & Sales Management), 2008
National Institute of Management, Mumbai
EDUCATIONAL QUALIFICATIONS:-


Master of Arts (Political Science), 2004
HPU, Shimla
PGDCA (Computer Applications), 2004

MCRPV, Bhopal
PGDIT (Information Technology), 2001
HP_STEP, HPU Campus, Shimla

Bachelor of Arts, 2000 

HPU, Shimla


PERSONAL DETAIL:-
Date of Birth: Dec. 25th. ’1976
Passport Expiry: Aug. 21st.’ 2022
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