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SUMMARY OF QUALIFICATIONS:
· 19 years of experience in managing office administration and facilities, food & beverages, and accounts across diverse organizations. Proficient in managing various aspects of building maintenance, managing cleaning, House-keeping supplies and printing and stationery, logistics and transportation, cafeteria operations, car leasing, record management, mailroom, health, safety & security roles across diverse roles in the organizational hierarchy. 

· 5.8 years in Music Industry with In-depth experience in managing building facilities, Transport operations, Travel and accommodations, vendors, general administration, budget and planning & execution, Proven ability in defining & initiating projects (30k sq. ft), optimizing costs/ schedules and monitoring performance of component projects.
· 11 years in Banking sector on managing multiple building facilities with various entities and other administrative support functions including clerical support, mail services, record management, car leasing, transport operations, budgeting & cost control, office administration.

· 3 years in the Hotel as Food and beverage controller, quality check and standards as per specification, processing monthly billings & payments to vendors, maintaining records of Food and Alcoholic beverages, crockery cutlery and Linen and to ensure inventory levels of stocks & stationery as per operational requirements.
CORE COMPETENCIES:

Real Estate and Project management, Facilities operations, Client Services, Security operations, General Administration, Vendor / Supplier Negotiation, Budget & Cost Optimization, Project Planning, Inventory Management, Billing & Payment Processing, Invoice Processing, Cross Functional Team Coordination

PROFESSIONAL EXPERIENCE
Senior Manager Administration, Sony Music Entertainment Private Limited (Music & Entertainment Industry)

June 2018 – February 2024
· Managing Record management (Archiving), car leasing, mailroom (courier), Company Lease accommodation, HHG & office relocations (logistics), disposal of assets, parking management & security operations.
· Supervising the day-to-day operations of the administrative department upkeeping office premises by repairs, maintenance equipment. 
· Managing Cafeteria operations from empaneling vendors, planning the menu, healthy diet food, executing free meal plan, digital platform to employees and obtaining required regulatory licenses.

· Responding in a timely manner to service issues and requests related to Transport operations.
· To ensure internal Movement of employees and relocation of the organization.

· Ensures operations such as Access control system, CCTV cameras, Rodent repellent system, fire alarm systems via smoke detectors, manual call points, hooters and control model, extinguishers, sprinkler, water leakage detector system, Public announcement by completing preventive maintenance.
· HVAC and UPS maintenance, regular inspection and conducting performance tests, repair, safety standards.
· Managing lighting controls equipment to meet client requirements, energy efficiency and maintain luminous level.
· Maintenance of NOVAC gas equipment and VESDA (very early smoke detector system) system for critical areas.
· Implementation of best practices and world class services across the office by continuous training and improvement plan.
· Prepare operational annual budget & plans through tableau and power Bi for effectively implementing facilities services.
· Planning, scheduling, and promoting office events, including meetings, conferences.
· Travel arrangements for senior staff such as booking flights, cars, and hotel or restaurant reservations. Processing documentation required for international travel.
· Welcoming International visitors and taking care of accommodation, vehicle and other required to settle down.
· Exhibits polite and professional communication via phone and e-mail.

· Company Insurance to safeguard the interest of company (Group Mediclaim, GPA, Term Insurance, D&O, Property and CGL). Coordinating with hospital, TPA desk and Health Insurance company to complete paper-work for cashless and reimbursement claim.  etc.
· Building health & safety practices, procedures and compliance are adhere along with maintenance standards. 
· Liaise with various governmental and semi government agencies for licenses and approvals.
· Department, Fire Authorities, Electricity Boards, Police Authorities, disaster management etc.
· Coordinate on building supplies and materials are ordered. To ensure inventory levels are adequate.
Cluster Lead – West India, CBRE, JLL, JCI, Knight Frank on Deutsche Bank Group site (Banking Sector)
July 2007 – June 2018
· Managing real estate, working with empanel broker to shortlist the options available in the market, facilitate, analyze, coordinate, collaborate, showcase, approval flow and finalize by signing the contract. Projects coordinate for fit out work. 
· Facility operations and client services for providing all services to in-house employees.
· Security operations: Access control system, CCTV surveillance, Fire Equipments, Rodent repellent system, related services provided across the location presence.
· Manage day to day operations related to management of infrastructure corporate services & facilities through Knight Frank, Jones Lang Lasalle, JCI and CBRE South Asia outsourced service partners.
· Support administrative aspects related to negotiations for rentals, process standardization and resource optimization.
· Managing logistics for employee and office movement and transport operations for employees at Pan India level.
· Interact with the corporate services risk team in identifying & aligning health, safety & risk management parameters to bank policies & local legislation.
· Highlight critical issues & other operational bottlenecks with potential business & revenue impact to the senior management & other stakeholders for implementing effective remedial measures.
· Proficient in management of health, safety & environmental issues; working under tight deadlines and delivering results under demanding work conditions.
· Involved in negotiating & finalizing service level agreements (SLA) with identified contractors for implementing various services.
· Develop rapport with key business stakeholders for rendering customized solutions based on evaluated business requirements.
· Maintain regular interaction with key decision makers in the local administration and the government based on business as well as operational requirements.
· Prepare and implement annual budget & budget plans for effectively implementing facilities & services based on organizational requirements & parameters.
· Assist the senior management in developing & implementing corporate services strategy to HR related staff compensation schemes on Corporate Car leasing & company lease accommodation.
· Render subject matter expertise in transition of processes based on changing market dynamics and other related factors.
· Focus on implementation of transformation initiatives (standards, resource models) without impacting service quality and gaining the associated service efficiencies.
· Spearhead team efforts in implementing cost savings & process improvement initiatives without compromising on organizational service quality standards.
· Evaluate team performance and render productivity enhancement feedback. Organize training sessions for team members based on identified training needs and other related factors.
· Groom and mentor team members in enhancing client satisfaction by consistently rendering superior quality service across areas of operation.
F&B Controller Ritz Hotel 4 star (Hotel Industry)
F&B Controller Mars Restaurant & Hotels Pvt Ltd (Hotel Industry)
F&B Controller Shalimar Hotel (Hotel Industry)
Accounts Supervisor, The Resort Hotel 5 Star (Hotel Industry)
April 2004 – July 2007
· Sourcing and procurement, standard product specification, Market survey, presentation to management for approval.

· Alternative supplier for best price. Vendor negotiation. Bill of materials and payment processing
· Achieving savings target set for each quarter / year. 

· MIS and reporting Savings to Management (Uniform system of accounting). Cost sheet via revenue report.

· Vendors payment as per payment terms no ensure no cash flow issue.

· Assist in processing the monthly payroll and deduction.

· Maintaining par level stock at the store & at outlets & ensure hygiene standards are met.

· Supervision of all Food and Beverage areas in liaison with Managers / Executives of the F&B Department.

· Quality control, Food and Beverage Costing and confirm to specifications as to weight and count that it has been properly invoiced.

· Checking and maintaining all Food and Beverages documentation (Excise Books, Reports etc.)

· Controlling issues related to Food and Beverages, Liquor & Tobacco stores.
EDUCATION:

2006 - 2009 – Master’s in business administration, focus on Finance, General administration Mumbai University
2002 - 2005 - Bachelor’s in commerce, focus on Finance Mumbai University

CERTIFICATIONS:
Diploma in computer science and management, St. Xaviers Technical institute, Mumbai

ACCOMPLISHMENTS & ACHIEVEMENTS
· Setting up of new office of 30K sq. ft. area from identifying a space, design + build to implementation of client and facility services.

· Played key role in ensuring seamless movement of 1200+ personnel across 3 buildings and enhancing organizational cost savings and operational efficiency by centralizing processes.

· Successfully transitioned 63 staff from one vendor to another with zero impact on business based on service requirements.
· Handled archiving transition of 90K+ cartons movement from incumbent to new vendor at pan india locations.[image: image1.png]



