Ravi Kumar Sharma
181, Mahalaxmi Apartment, Roopali Enclave, Karala, Delhi-110-081
#+91-88002-27702|@ravi.sharma282@gmail.com|
CAREER OBJECTIVE 

To obtain a responsible and challenging position with an organization where my work experience will have valuable application and utilization of my opportunity for advancement
EDUCATION HISTORY

	Current
	Bachelors in Business Administration (BBA) form Jamia Hamdard University

	2012
	Bachelors in Commerce (B.Com) Delhi University, Delhi 

	2012
	Diploma in Civil CAD, CAD Centre, Pitampura, Delhi 

	2011
	Diploma in computer applications which is equivalent to BCA (Bachelors in computer applications), Delhi Institute of Computer Science 

	2006
	Intermediate in commerce Govt. Boys Sr. Secondary School, Rani Bagh, Delhi 

	2003
	Higher Secondary Govt. Boys Sr. Secondary School, Pooth Kalan, Delhi 


WORK EXPERIENCE

	Name of Company
	Rajiv Gandhi Cancer Institute and Research Centre , Sector – 5, Rohini, Delhi – 110 085; http//:www.rgcirc.org

	Designation
	Sr. Executive – Engineering and Projects

	Duration
	July 2008 – 31st June 2015

	Key Responsibilities Areas(KRAs)


	· Developing Management Information System (MIS)
· Preparation and review of Standard Operating Procedure (SOPs) of Engineering Department as instructed by Chief Engineer
· Co-ordinate with Quality Cell, fix the engineering functions as per standard of NABH, quality assurance.

· Coordinating in-house with Engineers, Sr. Managers, Project Management Consultancy, Internal Auditors, Finance Team, Housekeeping Head, Human Resource Team, Marketing Team, Research and Development Team & ensuring for hindrance free working environment and reduce communication gaps for productive work & get work status report from them.
· Attending negotiation meeting for vender evaluation & selection for purchase for medical and non med item. 
· Developing necessary track for renewal of various govt. licenses i.e., consent to operate, elevator, consent to storage of diesel in the premises, consent to operate liquefy medical oxygen tank in the premises, various environment monitoring test as followed standard of ISO 1900-1400, NABH

· Coordinating external agencies for proposed building expansion & renovation projects i.e., architect, consultant, venders, contractors, various stakeholders engaged in different events & activities

· Developing necessary track for renewal of various maintenance contracts i.e., Maintenance of Biometric Access Control, pneumatic system, Automatic BMS System, Fire Control Panels, Synchronized online UPS System, Diesel Generator Systems, Passengers Lifts etc. 
· Responsible to raise Purchase/issue Indent & maintain Engineering material store, record each item as per consumption, ensured availability of urgent item.
· Responsible to record valuable data & prepare power point presentation after interpretation.
· Responsible to get daily status report from project site & prepare presentation with the help of graphical representation.
· Responsible to answer expansion & renovation project audit of Engineering Department.
· Responsible to update fixed assets of our department.

· Responsible for expansion & renovation project filling, legal document & ensured for compliance accordingly.

· Responsible for general administration, office management, record keeping etc.
· Responsible to prepare technical purchase order, agreements, bill of quantity, tenders, comparative statement, office order, memo, annual maintenance contract etc.

· Responsible for reconciliation, checking & verification of expansion & renovation project billing as purchase order issued to them.
· Responsible for Liaison with stakeholders involved in construction project of the building.

· Responsible for Liaison with government agencies i.e., Central Ground Water Authority, Delhi Pollution Control Committee, Delhi  Jal Board, TPDDL, Petroleum Explosives & Safety Organisation, Delhi Development Authority, Delhi Transport Department etc.
· Responsible to collect and analyse various progress reports from construction sites, Building Architect, Project Management Consultancy (PMC).

· Coordinate project site, update stage wise progress and maintain status report for Chief Engineering

· Ensure and maintain construction project safety checklist for minimum chances of accidents at running sites.

· Ensure for necessary reminders as client to the agency for timely completion of assigned project.

· As client responsible to procure required material at site, regular follows from project site supervisor.
· Ensure for compliance of construction project safety checklist

· Editing, trimming, plotting, rendering, detailing in working drawing CAD format during initial stage of construction project as instructed by Chief Engineer. 


	Name of Company
	Earth Infrastructure Ltd , B-100, Naraina Industrial Area, Phase – I Near DTDC Courier Office, Naraina, New Delhi - 110 028 http//:www.earthinfra.com 

	Designation
	Executive Assistant  to Sr. Vice President (Projects)

	Duration
	1st June 2015 – till date

	Key Responsibilities Areas(KRAs)


	· Manage meeting calendar, prepare minutes of the meeting, power point presentation & booking of travelling schedule for Sr. V.P. Projects.
· Prepare and update of organogram.

· Prepare and update SOP’s.
· Provide full assistant for day to day task assigned by Sr. V.P. Projects as his Associate.

· Update Daily Progress Reports from various sites 
· Update & recording of Delhi Progress Report DPR(s) from various sites 

· Update & recording of Labour Status Reports & prepare Labour Trend Report 

· Update & recording of Site Photographs from various sites.

· Update & recording of Pending work status report with the colleagues a Head Office, Corporate office, marketing office as instructed by Sr. V.P. Projects.
· Coordinate from site in-charge i.e., GM, PM, DGM at respective sites as instructed by Sr. V.P. Projects.

· Update & recording of status of weekly site review meeting of Sr. V.P. Projects.

· Provide full support for customer queries issues regarding possession, demand of site as instructed by Sr. V.P. Projects.

· Update day to day imprest expenses, item requirement at site (Purchase Indent) on ERP.

· Update & recording of contractor bills received at site directly get approved from Sr. V.P. Projects followed which from Directors.
· Update & recording of HRMS system to maintain Official Duty (OD), Local Convenience, and Vehicular Expenses as instructed by Sr. V.P. Project.

· Update status on ERP for work order/amendment/termination issued for various engineering work orders, purchase orders for urgent requirement of material at various sites, Indent for urgent requirement of project material at site, supplier advance adjustment & payment as well.
· Coordinate from various sites for Delay Log Sheet, site activity sheet, daily material status report, daily site progress report & also any hindrances during execution at site like labour strike & deficit, short material received at site, notice received from Government Authorities at site.
· Coordinate from various sites for any type of pendency of work occurred during execution at site like issues received from contractors’, internal client staff like material, Good for Construction (GFC’s), MEP Drawings, BOQs, Tender, comparisons, any other as Instructed by Sr. V.P. Projects.
· Responsible to establish a bridge of technical assistance between various site staff, client staff, contractors, consultants, architects & stakeholders for expedite the process without fail as Instructed by Sr. V.P. Projects.
· Ensure for timely delivery of Good for construction drawings (GFCs) at site like MEP, Civil work i.e., Interior, Exterior, Hard Landscaping, Slab Casting, proofing work etc.
· Ensure & responsible for handling & recording of bulk electronic data processing system thru data management skills.

· Ensure & responsible for recording of Site Progress Review Meeting & projected monthly program.
· Provide full assistance and coordination for projected planning of upcoming projects.
· Provide full assistance and coordination for projected planning of upcoming budgets for various projects.

· Independently handing of petty expenses at site as imprest account & forwarded it for settlement of accounts department.
· Independently e-mail reply to all concerned stakeholders for the project site.

· Coordinate from marketing team for business development, branding & also for any promotional activities.


OTHER SKILLS AND CERTIFICATES

Computer Skills:

· Microsoft windows & applications (Word, Excel, Office, PowerPoint, Outlook, Access Microsoft Projects, Hospital Management System –HMS, HRMS, ERP) – Advanced
· Software Knowledge: C, C++, Data Structure.
· National Certificate of modular employable skills from Ministry of Labour & Employment Govt. Of India
· One month trailing for operating and handling of ERP Software, Customer Help Desk Portal, HRMS (Complete package of Human Resource Management System) 

Language Skills:

· Hindi - Native (Tongue)

· English – (speaking, reading, writing skills)

PERSONAL COMPETENCIES
· Ability to work in a fast-paced environment to set deadlines

· Excellent oral and written correspondence with an exceptional attention to detail

· Highly organised with a creative flair for project work

· Enthusiastic self-starter who contributes well to the team

INTERESTS AND ACTIVITIES
· Cricket, surfing, sketching, reading, listening meaning full music
PERSONAL DETAILS
-
RAVI KR. SHARMA
	Residential Address:
	181, Mahalaxmi Apartment, Roopali Enclave, Karala, Delhi-110-081

	Date of Birth:
	1st January 1987

	Father’s Name:
	Sh. Rajesh Kr. Sharma

	Nationality:
	Indian

	Marital Status
	Married

	Current CTC:
	Rs. 288000 PA plus bonus plus drop and keep facility plus mobile expense 

	Expected CTC:
	Rs. 360000 PA & (Negotiable)

	Total Experience:
	8 Year Reporting to Top Management


REFEREES:
	Name with contact no.
	 Mr. Devkant Sharma (AM-Planning)-09713083380; Mr. Sanjay Mehta (DGM) – 9873272001; Mr. Ajay Prakash (Manager Planning)-8826353795 


Ravi Kr. Sharma

+ 91 – 88002 27702








Date:___/___/___
