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Bhudeep Kumar Bhardwaj

Contact: +91-9910020584, 011-27056145
E-Mail: bhudeepbhardwaj@gmail.com
JOB OBJECTIVE
Seeking managerial assignments in Administration & Facility Management with an organization of high repute
PROFILE SUMMARY
· Master of Business Administration in Human Resource with an experience of more than 10 years
Cafeteria Management



Vendor Management 

Travel Management

Transport Management



Housekeeping Management             General Administration

General Sourcing/Purchase



Guest House Management
Event Management

Office management & Building Maintenance

Staff Welfare


Team Management
Recruitment/Manpower Planning


Training & Development

Induction

Contract Labour Administration


Liaison & Coordination
· Sufficient experience in managing wide spectrum of administrative tasks including procurement of material & services, management of facilities & premises, maintenance of equipment & housekeeping and implementing corporate policies.
· Experience in General Purchase & Logistic. Getting quotations, making comparison, getting approvals, raising capex ad MR, Finalizing vendor, and negotiation and making purchase orders. Handling Road Permit, C form, excise Invoice etc.
· Handling all material related to different projects. Dispatching material to customers. Maintaining Stock Register. Managing the entire office and plant. 
· Proficient in improving quality, controlling cost, optimizing resources and enhancing productivity 

· Effectively handled, ticketing, surface transport, hotel bookings, visa & FRRO for international and domestic travel 

· Skilled in coordinating with various departments, maintaining healthy employee relations and promoting welfare activities.

· Experienced in Event Management. Have organized corporate annual function and HR Training & Development programed.  
· Efficient at optimizing cost and ensuring CAPEX & OPEX savings through effective planning & budgeting

· Possess excellent communication, interpersonal, negotiation, analytical and problem solving skills

ORGANISATIONAL EXPERIENCE

Since Apr’16 to till Date 

RAAS Affordable Housing Finance (India) Ltd. as Manager Administration & Facility
Since Aug’15 to Apr’16 

Mogae Media Pvt. Ltd as Asst. Manager Administration & Facility
Jan’12 to Oct’14


Lahmeyer International (India) Pvt. Ltd as Sr. Executive Administration & Facility
Feb’10 to Jan’12


AECOM India Pvt. Ltd as Executive Administration & Facility

Jan’06 to Jan’10


Drill Tech Engineers as Executive Administration & Facility
KEY RESULT AREA
· Facilities Management: Overseeing office administration & setup, facilities, support services, petty cash, guesthouse, housekeeping, cafeteria, office building, staff welfare activities, etc. Procuring & maintaining office stationary, consumables & equipment. Listing fixed assets. Delivering FM services like LFR (Lease for Rent) allocation. Leading the team of 20 people.
· General Administration: Carrying out activities related to pest control in plant & office and AMC’s for A/c & fire systems. Verifying & signing all documents related to excise, service & sales tax. Ensuring optimum utilization of funds for providing congenial work environment & basic amenities in the work premises.
· Procurement & Sourcing Management - Sourcing and quotes collections, comparisons, product evaluations, cost and AMC negotiations, purchase order, product delivery and installation, payment etc.  
· Security Management – Physical Security measures, visitors scanning, premises security, review lapses, materials inward/outward register, camera recording, conduct surprise checking, check register entries on periodic basis.

· Housekeeping management- Maintain neat, clean and hygienic facility track quality of products and equipments utilized, keep on upgrading cleaning standards, review and monitor checklists and schedules periodically, issue concern guidelines as per the situations etc. 
· Asset Management – Preventive/periodic services, coding insurance, security, disposals etc. 

· Project Management – Selection of premises and meeting with landlord to discuss terms and conditions, documents collection, coordinate legal due diligence, draft offer letter lease executions, obtain required  approvals from local authorities , regular follows-ups with architect / concern vendors close coordination with all other stake holder for their deliverables to achieve targets as per set deadlines, make sure that installed equipment’s and materials used as per agreed terms and quality standards, regular site visit during renovation period, share projects update and MIS report with all stake holders, site handover to business, completion snag list etc.

· New Branches ​​– Set up new branches on PAN India level within expected budget. 

· Stationery Management – Order, issue and track inventory of printed and non printed stationery items, maintain committed quality norms.
· Event Management – Booking appropriate venue as per occasion i.e seminar / conference / Picnic/ lunch day/ training etc. prepare schedule accordingly, menu selection, issuance of invitations, agreements for lodging and boarding etc.   

· Canteen Management – Control food hygienic, equipments, price and quantity are as per prior commitment, address routine issues etc.

· Tour & transportation – Air/rail/hotel/ taxi bookings, plan and monitor route charts for buses and fleets on periodic basis, training of drivers and helpers etc.   

· Staff Welfare: Planning and executing staff welfare activities. Effectively managing welfare measures, employee get together, team building etc
· Others: Coordinating with government & regulatory bodies for obtaining necessary sanctions/approvals, external agencies for negotiating & executing AMCs for maintenance of office infrastructure, customers for payment, etc. Responsible for on time deposit of cheques, finance for payments, sales & service tax and excise, electrical department for electrical maintenance, project department, etc. Building & establishing contact with various service providers to ensure speedy solutions. Initiating Service Agreements & Annual Maintenance Contracts for corporate tie-ups for value added services to the company.
PREVIOUS EXPERIANCE

Mogae Media Pvt. Ltd







since Aug’15 to Apr’16

Asst. Manager – Administration & Facility 
Mogae is a leading provider of integrated mobile marketing services, with the enhanced ability to reach over 80% of India’s mobile subscriber base, from uber customers in leading metros to the smallest and remotest village across rural India, with credible and authorised access to these subscribers.
Mogae provides a single point of contact for brands and businesses to connect with a large scale mobile audience. We deliver a range of mobile brand solutions, ranging from simple outreach to more sophisticated solutions with many complex moving parts.

Launched in 2012, Mogae Media has offices in Delhi, Mumbai and Bangalore. Multiples PE are an investor in the company.
· Coordinated with the project vendors for timely completion of the work as per the stipulated norms

· Responsible for obtaining the waybills& getting approvals from various authorities for all the IT &non-IT material/equipment

· Handled asset management including functions like physical verification, asset coding, asset MIS, etc.

· Managed Transportation, Security, Housekeeping, Cafeteria, Office Stationary, Printing, Training Centre, Accommodation & Travel Arrangements as well as other admin logistics

· Liaised with various govt. authorities including Electricity Board, Telephone, Labour, Sales Tax, Municipal Corporation, PF and ESIC, etc.

· Looked after the documentation processing & related work to acquire the land for the construction of office building

· Prepared monthly MIS reports like seat matrix, energy matrix, material movement, transport, monthly expenses and provision reports, etc.

· Supervised the electrical maintenance team for an uninterrupted power supply & overall electrical maintenance consisting of Diesel Generators, HT Power, UPS, AC Equipment, LCD Projectors as well as other miscellaneous equipment

Lahmeyer International (India) Pvt. Ltd 






since Jan’12 to Oct’14

Sr. Executive –Administration



Lahmeyer International (India) Pvt. Ltd. (LII), Company is the leading consultants in Power Plant Design (Generation – Thermal, Hydro, Gas, Solar, Wind and T&D Network) & Project Evaluation for Financers. Company has five major divisions –Mechanical, Civil, Electrical T&D, Renewable and Generation and C&I. Major expertise of the company is in the fields of Detailed Engineering, Owner’s Engineer Projects, Lender’s Engineer Projects and Technical Services.
Key Responsibilities:
· Accountable for preparing the Letter of Intents for various services

· Coordinated with various government officials and corporate offices for getting approvals

· Performed housekeeping / security/ front office support activities

· Extended support for the HR activities like attendance, medical, leave status, interview arrangements, meetings, etc.

· Liaised with different departments at all levels & telecom circles

· Planned and Fulfilled Requirements of all level users

· Provided & maintained an efficient and cost effective transportation for the company

· Provided hassle free transit through trouble free vehicles for the employees of the co. at minimum cost & time.

· Handled outsourced manpower like office boys, office support staff, drivers etc.,

· Coordinated with Statutory authorities like Insurance, RTA, Pollution Board and other govt. bodies

· Coordinated with warranty issues of office equipment / machinery, vehicles etc.

· Generated various MIS reports like expenses report, Vehicle Running Cost/ kms, hired vehicles report, fleet provisions etc.   
AECOM India Pvt. Ltd. 









Feb’10 to Jan’12


Executive –Administration
AECOM Technology Corporation is a global provider of professional technical and management support services to a broad range of markets, including transportation, facilities, environmental, energy, water and government.
Key Responsibility:
· Handling total general administrative & facilities functions of Corporate Office of AECOM India Pvt. Ltd.

· Handling the entire spectrum of operations in procure to pay process.

· Facilities Management - Infrastructure Services, House Keeping Services

· Security Services - Systems and Guarding

· Employee welfare - Transport, Cafeteria

· Handling & maintaining all confidential documentation

· Maintain Monthly attendance, ID card and access records
· Arranged transport, air booking, train booking, hotel arrangements, etc.

· Responsible for:

· Maintaining Company’s Guest House

· Renovating & maintaining Office, Electricity and Plumbing works, etc.

· Managed Vendor on Performance, Quality and Services.

· Facilitated Car servicing and coordinated for the resolution of other issues related to vehicles.
· Provided required support in arranging the events / meeting / conference for the departments.

· Renewed AMC’s and contract with Vendors
Drill Tech Engineers








Jan’06 to Jan’10



Executive -Administration
The company's major focus is on Construction / Infrastructure Projects, Road Building then Hydro Electric Projects, Road Building Activity, Tubewell Drilling and Boring Activity, Surface Mining and Quarrying and Compressed Air systems in Industrial usage.
Key Responsibility:
· Managing administrative activities that involve purchase of office equipment, maintenance of procurement, housekeeping and security and vendor 

· Shall be responsible for planning and preparing monthly reports related to admin. 

· Effectively work on budgeting and cost control measures. 

· Responsible for providing administration related information and supervising administrative activities like general admin, verification of stationery stock petty cash, courier, florist, pest control, housekeeping, etc. 

· Effective communication with vendors to ensure timely delivery
EDUCATION
2012
MBA in Human Resource Management with 70% from Softdot, Sikkim Manipal University (Distance Education)

2008
B.Com. (P) With 50% from Delhi University    (Distance Education)                                       

2003
Diploma in Web Designing from Aptech

2002
Diploma in Basic Computers from Aptech

TECHNICAL SKILLS
Operating System:

Windows 9x/2k/NT/XP/Vista

Languages:

HTML, DHTML, Java script, C++

Software:

MS Office- Access
CERTIFICATION
2006
MCP, MCSA, MCSE

2007 
CCNA

PERSONAL DETAILS
Father Name:

Sh. Kuldeep Kumar Bhardwaj

Date of Birth:

6th April 1983

Married Status:

Married

Nationality:

Indian

Passport No:

H6132551
Date: __________________

Place:




        




(Bhudeep Kumar Bhardwaj)
