CURRICULUM VITAE
JITENDER SINGH

Flat No. 229,

Type II, Delhi Administration Flats 
Karkardooma, New Delhi – 110094

Mobile No - 91-8826039708, 8860661940
E-Mail:  jitendersingh85@yahoo.com

OBJECTIVE  To work constructively for a dynamic organization that offers potential for growth through sustained challenges, and provides a cordial and healthy work environment.

ACADEMIC QUALIFICATION
· M.B.A


JNU (Rajasthan) India

2012-2015

· B.B.A


IBME, Delhi


2008-2011
· 12th  pass


CBSE, Delhi


2002-2003
· 10th  pass


CBSE, Delhi


2000-2001
COMPUTER SKILLS
· One year diploma Computer in MS-Office - MS-WORD, MS-EXCEL, MS-POWERPOINT, MS-ACCESS  (Expertise in MS EXCEL & MS WORD).

· Basic Knowledge of MFGPRO software.
· English Typing (Speed 50 W.P.M).

· Operating System:  Window 2003, Window XP, Window Vista.  

· Knowledge of Internet & Email.
PROFESSIONAL EXPERIENCE
· MKS Electrical & Interiors Pvt. Ltd. Mayur Vihar Phase-I Delhi – As a Assist. Project Manager. (2013 to Till Date)

· MKS Electrical & Interiors Pvt. Ltd. Mayur Vihar Phase-I Delhi – As a Manager Admin. & Operations. (2009 to Jan 2013)
· Emerson Network Power Karol Bagh Delhi – As an Executive - Administration & Facility.       (2006 to 2009)
JOB PROFILE

· Maintenance of infrastructure, preparation of annual maintenance plan. Ensure timely and cost effective execution of petty and special repairs for civil, electrical and furniture works.

· Security Overall responsibility for ensuring security of man, material, vital assets and vulnerable points, areas of strategic importance. Supervision of guards of private security agency. Ensuring optimum serviceability of electronic security gadgets, equipments, and communication system. Carrying out surprise and routine security checks and ensuring maintenance of all security related registers.

· Vendor management Vendor analysis, monitoring, price negotiation, developing vendor/supplier base for cost effective procurement and timely supply of office equipment, stationery and office contingency items, utility items, office and residential furniture items etc. 

· Billing and Letters Parts Timely Payment of vendors according to our payment and terms condition and also maintain billing MIS, Raise Purchase order, work order, bills coving letter etc. 
· House Keeping & Sanitation Supervision of all housekeeping activities.  Ensuring qualitative and cost effective conservancy services by hiring casual labourers.  Ensuring pest control and check spread of vector born diseases through spray of hygiene chemicals.

· Asset Management Preparing and maintaining of inventory of various assets, stores.
· AMC Entering into annual maintenance contract with various suppliers for upkeep of company assets and ensuring that the services are delivered as per the contract in terms of time and quality.
· Arrangement for layouts and cost estimates if Interior and Electrical work from an architect and forward to vertical for approval from Infrastructure head as per requirements.

· Ordering for necessary equipments like, Air-conditioners, DG Sets, Security Equipments, Servo Stabilizer, Signage, CCTV, Intruder alarm, Chairs etc.

· Site inspection to check the site whether contractors are working as per bank’s specification or not and solving the issue, if there is any.

· Co-ordination with IT people for installation of UPS and networking equipments to get the connectivity up.

· Handover of Branch /Office/ ATM to respective department after final finishing and complete setup.

· Maintaining office records & files 
PERSONAL DETAILS
Father’s Name


:
Mr. Surender Singh.
Date of Birth



:
10th August, 1985

Marital Status


:
Unmarried

Languages Known


:           English & Hindi

 

ACHIVEMENT

  Represented district East Delhi in cricket.

INTEREST & HOBBIES
Playing Cricket & listening Music etc.

ASSETS
Disciplined, Dedicated, Higshly motivated, Adaptable, Work well under pressure.
Given a chance to serve your esteemed organization, I will perform to the best of my ability & work in the interest & better growth of your organization.

Place:
__________
Date:  __________
(JITENDER SINGH)  

