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Mobile : 9818020466 Email:vsbeedi@gmail.com; bedivs@hotmail.com
Experience : 15 + Yrs 

Seeking excellence in the chosen professional field through self motivation, hard work and augmentation of core skills requires for effectively delivering the goods. Believe strongly in the concept of work through positive motivation. The career planning consists of effective implementation of given task and responsibilities.

Core Areas Of Expertise & Exposures

Administration
Office Management
Team management 
Coordination
Secretarial Support

 
Academic & Professional Records

· Post Graduate Diploma in Hotel Management from Management Studies Promotion Institute, Delhi in 1992 (01 year).

· B.A.  from Delhi University (School of Correspondence Courses & Continuing Education) in 1991.

Computer Ability

· Well versed in Windows, MS Office, Internet etc.

· Diploma in Software Programming from I.I.C, Saket, New Delhi in 1997.

· Certificate in D.T.P. from I.E.C. Malviya Nagar, New Delhi in 1998.

· Done FCHM (Foundation Course in Computer Hardware Maintenance) from ET & T in 1999.

Skilled Familiarity 

Current Company
: 
Vaani Vilaas Study Place
Current Industry

:
Education
Tenure/Duration

: 
Apr 2014 – Till date

Designation

: 
Manager-Administration & Operation
Last Employments
Company

: 
Asahi India Glass Ltd
Current Industry

:
Manufacturing-Automotive Glass and Float Glass  

Tenure/Duration

: 
Jan 2012 – Mar-2014
Designation

: 
Manager-Administration 

Key Expertise & Functional Areas:

Administration

· Handling Administration of Office

· Supervising maintenance of building, transportation, office & assets management. 
· Preparing & Administering Department budget for the year, follow up for cost controls, preparing variance report on monthly basis department wise.

· Procurements (AMC, stationery, others)

· Vehicle operations and fuel accounting

· Hotel Reservation , Guest House and Logistics management

· Supervision of travel arrangement- Air & Train

· Handling Visa Service/FRRO.
· Corporate Mobile Connections

· Verification of Supplier Bills & Supplier Payment

Team Management

· Monitoring key processes & supporting the team to ensure achievement of objectives & timelines.

· Supervising the performance of members to ensure efficiency in operations; meeting of individual & group targets. 

· Streamlining efforts for attainment of short and long term goals of the company taking into care the mission. 

· Guiding the team members for the accomplishment of company’s goals.
Oct 2009- Jun 2011 (1 Yr 9 Months) Associated with M/s Halcrow Consulting India Pvt. Ltd. as a Manager-Administration (Office Manager)  

Industry:
Consulting  – Infrastructure Engineering Consultants for Highways, Bridges, Power, Urban Planning etc. 

Assignments :

· Handled Administration of Office
· New Office establishment
· Supervision of Office & assets management
· Procurements (AMC, stationery, others)

· Vehicle operations, maintenance and fuel accounting

· Hotel Reservation , Guest House and Logistics management

· Travel arrangement- Air & Train

· Corporate Mobile Connections

· Verification of Supplier bills & Supplier Payment

· Preparation of MIS Reports.

· Time management of staff. 
Feb 2008- Sep 2009 (1 Yr 8 Months) Associated with M/s D.B. Engineering Pvt Ltd as Admin Manager Cum Coordinator
Industry:
Manufacturing – Manufacturers and exporters of Industrial Machine Knives, Blades & Tooling. 

Assignments :

· Handled Administration of Office

· Supervised communication related to Sales follow up, Quoting for Enquiry, Order processing, dispatching of material and reply to customers with the help of subordinates.

· Checking of Offer being sent and Order Confirmation being sent against orders.

· Coordinated between sales & productions people regarding customers order.

· Attended all queries pertaining to order of the parties and replying to them according to the status.

· Preparation of MIS Reports.

· Looking after IT equipments. Trouble shooting the errors in control.
· Handling HR Role, Scrutinizing the CV’s of executive level and junior level, taking interviews.
· Supervision of maintenance of Building, office & assets management. 
· AMC Management.
Jan 2003- Jan  2008 (5 Yrs 1 Month) Associated with M/s The Louis Berger Group, Inc. as Office Manager

Industry:
Civil Engineering- Berger Group is one of the leading infrastructure engineering, environmental science and  economic development operations in the world. 

Assignments : 

· Handled administration  of the organization
· New Office establishment
· Office & assets management.

· Handled procurement and maintenance of all office equipments. 

· AMC Management

· Providing assistance to Project Director, coordinating meetings and travel arrangements. 

· Supervision of maintenance of building, transportation & Genset. 
May 2001-Dec 2002 (1 Yr 7 months) Associated with M/s Ahuja Builders as Executive Assistant to MD

Industry: 

Construction

Assignments : 

· Assisted M.D. in routine works

· Day to Day Office Administration/

· Secretarial Support/

· Travel arrangement

· Coordination between H.O. & Projects sites.

Aug 1998-May 2001 (2 Yrs 10 Months) Associated with M/s D.B. Engineering Pvt Ltd as Office Assistant

Industry: 
Manufacturing – Manufacturers and exporters of Industrial Machine Knives, Blades & Tooling.

Assignments :

· Supervised communication related to Sales follow up, Quoting for Enquiry, Order processing, dispatching of material and reply to customers with the help of subordinates.

· Coordinated between sales & productions people regarding customers order.

· Attended all queries pertaining to order of the parties and replying to them according to the status.

· Looking after IT equipments. Trouble shooting the errors.
· Checking of Offer being sent and Order Confirmation being sent against orders

· Coordinating between Production and customer from starting process till of orders. 

· Handled HR work- Scrutinizing the CV’s of executive level and junior level, taking interviews.

May 1987 – Feb 1998 (10+ Yrs)
Associated with M/s Indian Air Force as NCO

Industry: 

Defense 

Assignments :
· Administration & Co-ordination - Coordinating Meetings & Stay arrangements for all staff. It comprises of security, safety and hospitality.  Liaison with other sister organizations for successful task completion. Up keep of Military estate, keeping a check on records of subordinates. Motivating juniors for the optimum output. Supervised general upkeep of the office and camp cleanliness.
· Men Managing 

· Fire Fighting, Small Arms Training, Missile Training.
Individual Information

Date of Birth

: 
08/09/1969

Fathers Name

: 
Late Mr. P.S. Bedi

Spouse Name

: 
Mrs. Suniti Bedi

Current Address

:   
6/49, 3rd Floor , Old Rajinder Nagar, New Delhi-110060
Declaration 

I hereby declare that the facts given in resume are correct to best of my knowledge and belief.

Date:                                                                                                          

Place:                                                                                            
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