Name
Officer (Administration)………………………………
Address…………………………………
Phone: ………………. / ………………….., ……………………… (M) Email: ……………………….

ADMINISTRATION PROFESSIONAL

Qualification / Proven expertise in facilities / infrastructure / Event management

PROFILE: An experienced engineer / MBA with nearly …. years in-depth professional experience predominantly in managing administration function. Demonstrated capabilities in cost effective management of facilities and infrastructure for smooth operations. Proven expertise in arranging office supplies and concluding maintenance contracts on most competitive terms. Proficient in designing and implementing administrative policies and procedures to ensure observance of office decorum and discipline. Strong background in successfully organizing mega events, seminars, conferences etc within tight timelines.  Good exposure to technical functions –production, maintenance, training & development, project management etc. A keen planner with well developed analytical & problem solving skills. A brief of some of my strategic skills is highlighted here below:

	Facilities Management
	Procurement/Cost control
	Liaison & administration

	Event Management
	Technically sound
	Finance Skills

	Marketing Communication skills
	Team Management
	Vendor Management


· Adept in managing production, Shop floor problems, Management of Raw Materials, WIP, testing and achieving budgeted milestones. 

· Proficiency level skills in MS- Office, MS Project, Website updating and hoisting etc.

· Cogent written and verbal communication skills

PROFESSIONAL EXPERIENCE: 

Company Name



                
Duration








Designation

Major jobs handled as an ………………………………….:
Facilities Management:

· ………………………………………………………………………………………………………………………………………………………………………… 

· ………………………………………………………………………………………………………………………………………………………………………… 

· ………………………………………………………………………………………………………………………………………………………………………… 

· ………………………………………………………………………………………………………………………………………………………………………… 

Liaison and General administration:

· ………………………………………………………………………………………………………………………………………………………………………… 

· ………………………………………………………………………………………………………………………………………………………………………… 

· ………………………………………………………………………………………………………………………………………………………………………… 

Event Management:

· ………………………………………………………………………………………………………………………………………………………………………… 

· ………………………………………………………………………………………………………………………………………………………………………… 

Finance:
· ………………………………………………………………………………………………………………………………………………………………………… 

· ………………………………………………………………………………………………………………………………………………………………………… 

· ………………………………………………………………………………………………………………………………………………………………………… 

Marketing communication
· ………………………………………………………………………………………………………………………………………………………………………… 

· ………………………………………………………………………………………………………………………………………………………………………… 

· ………………………………………………………………………………………………………………………………………………………………………… 

Examinations:
· ………………………………………………………………………………………………………………………………………………………………………… 

· ………………………………………………………………………………………………………………………………………………………………………… 

· ………………………………………………………………………………………………………………………………………………………………………… 

Major Achievements:

· ………………………………………………………………………………………………………………………………………………………………………… 

· ………………………………………………………………………………………………………………………………………………………………………… 

· ………………………………………………………………………………………………………………………………………………………………………… 

· ………………………………………………………………………………………………………………………………………………………………………… 

· ………………………………………………………………………………………………………………………………………………………………………… 

· ………………………………………………………………………………………………………………………………………………………………………… 

Company Name



                
Duration








Designation

· ………………………………………………………………………………………………………………………………………………………………………… 

· ………………………………………………………………………………………………………………………………………………………………………… 

· ………………………………………………………………………………………………………………………………………………………………………… 

· ………………………………………………………………………………………………………………………………………………………………………… 

· ………………………………………………………………………………………………………………………………………………………………………… 

Major Achievements:

· ………………………………………………………………………………………………………………………………………………………………………… 

· ………………………………………………………………………………………………………………………………………………………………………… 

EDUCATION AND PROFESSIONAL DEVELOPMENT

………………………………………
………………………. 

………………………………………

………………………. 

………………………………………

………………………. 

IT SKILLS
………………………………………

………………………. 

TRAININGS/SEMINARS/WORKSHOPS ATTENDED
………………………………………

………………………. 

MEMBERSHIPS
………………………………………

………………………. 


Date of birth: ………….., Passport No: …………..
REFERENCES: Available on request

SALARY: ……………………….
ANNEXURE-‘A’

LIST OF MAJOR EVENTS / CONFERENCES / SEMINARS ORGANIZED

· ………………………………………………………………………….
· ………………………………………………………………………….

· ………………………………………………………………………….

· ………………………………………………………………………….

· ………………………………………………………………………….

· ………………………………………………………………………….

· ………………………………………………………………………….

· ………………………………………………………………………….

· ………………………………………………………………………….

· ………………………………………………………………………….

· ………………………………………………………………………….

· ………………………………………………………………………….

· ………………………………………………………………………….

· ………………………………………………………………………….

· ………………………………………………………………………….

· ………………………………………………………………………….
