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JEEVAN SINGH 



F-5/199 3rd Floor,

Sector -16, Rohini Delhi

Mobile No: +91-8585971915
                          E-mail
Email: jschauhan2311@gmail.com 

A versatile and skilled professional with excellent hands-on managing developing and improving Admin and IT with outstanding interpersonal, communications, negotiation and Convincing skills
Objective:

Lead position in a well-established organization seeking challenging avenues where my Experience & work potential match the growth and strengths of the organization and to contribute to the organizational goal equipping myself with rich knowledge.

Career summary:

January 2014 to till date
          

Designation: - Manager - Admin 

Amity Institute for Completive Examinations






Defence Colony, New Delhi
Amity Institute for Completive Examinations (India’s Premier Institute for entrance examinations)
Reporting to:          


Director 
Job Profile:

Working with Amity Institute for Completive Examinations (India’s Premier Institute for entrance examinations) , I am taking care of  the entire admin activities for the smooth  work follow and I have also hands on experience in IT as assisting to all employee for  IT support  i.e., Window , Networking,  Microsoft office, e-mail management.  
Office Administration Responsibilities:-

·  Managing entire admin activities i.e.,  House Keeping, Liaison with Government Offices, Stock & Stationary, Office Maintenance, Vendors Management, Time office management, Handling Events like office picnic, Guests Hotel booking bookings.
· Setting up of new offices/guest houses, coordinating with Architects if any Office Interiors changes to be done.
· Manage office items inventory.
· Coordinate with academic head for scheduling transport for faculties and staff. 
· Manage Transportation, Housekeeping, Telephones and Maintenance of Guest House, Lease and Rentals.
· Manage office items inventory.
· Manage annual contract of Advertisement, Security, and Office maintenance and make sure that they are being renewed in time.

· Vendor Management for purchasing office stuff, i.e. office stationary, chairs, computers/ laptops and other required items.
· Shipment Management and coordinate with Courier service provider.

· Coordinate with Air ticket Agent for ticket booking for Students/ Staff 

· Ensuring that jobs are completed correctly cost effectively and delivered on time in according to client specification and quality requirements.

· Communicating with all the relevant people/ department and co-coordinating with all relevant inputs to ensure output and on time delivery targets are achieved.

· Management of Day-to-Day department operations, Manage training Schedule and MIS
· Carry out regular reviews and arrange training as necessary. Provide training as appropriate. Ensure good communication and team work.

September 2004 to November 2013
         

Designation: - Asst. Manager - Admin & ITs

All About Staffing India Pvt. Ltd.







Connaught Place, New Delhi

Reporting to:          
Managing Director (INDIA)

Job Profile:

With All About Staffing , I am taking care of  the entire admin activities for the smooth  work follow and also assisting to all employee for  IT assistance  i.e., Window , Networking,  Microsoft office, e-mail management and Itracker Support.  I also taking care the international recruitment activities, right from receiving the assignment from client to make the candidate’s placement in the facility.
Office Administration & Operational Responsibilities:-

· Manage Housekeeping, Transportation, Telephones and Lease and Rentals.
· Manage annual contract of Advertisement, Security, and Office maintenance and make sure that they are being renewed in time.

· Vendor Management for purchasing office stuff, i.e. office stationary, chairs, computers/ laptops and other required items.
· Shipment Management and coordinate with Courier service provider.
· Liaison with Government Offices, Stock & Stationary, Vendors Management, Time office management, Guests Hotel booking/Air-Road-Train ticket bookings.
· Setting up of new offices/guest houses, coordinating with Architects if any Office Interiors changes to be done.
· Coordinate with Air ticket Agent for ticket booking for candidates/ Staff 

· Ensuring that jobs are completed correctly cost effectively and delivered on time in according to client specification and quality requirements.

· Communicating with all the relevant people/ department and co-coordinating with all relevant inputs to ensure output and on time delivery targets are achieved.

· Management of Day-to-Day department operations, Manage training Schedule and MIS
· Manage office items inventory.
· Ensuring high standards of presentation and maintenance of the department throughout.

· Responsible and accountable for all expenditure incurred in the running of the department. Prepare and manage the budgets.

· Gathering Daily, Weekly Monthly & Quarterly reports. 

· Review and analyze the reports and update the MD with the progress and needs

· Carry out regular reviews and arrange training as necessary. Provide training as appropriate. Ensure good communication and team work.

· Manage Advertisements in Newspapers, Job portals and Nursing Journals for recruitment.

Jan 2004 to August 2004                                      M/S C.P.W.D. Safdarjang Hospital
Worked with (CPWD) Central Public Work Department as Computer Operator at Safdarjang Hospital, (New Delhi). This is a direct Government of India Department dealing with civil work contract for Government Organization.

Reporting to:          
Executive Engineer (CPWD)
Duties & Responsibilities:  

· I was responsible for complete office IT works.

· Responsible to take care all the work related to contractors.
· To make all contract work estimate for publication in news papers.

· To coordinate with Executive Engineer and other staff.

· To manage and maintain the daily works account, inventory and all related paper works.
Key Skills:

· Good working knowledge of Facilities and man management.

· Excellent team leadership, organisational and supervisory skills, 

· Ability to Manage Networking problem solution, Data Security management, Itracker Management, E-mail Management.

· Ability to work under pressure and work in a flexible working environment.

· An understanding of front events management and ability to negotiate best terms and can be adept at marketing.
· Possess a high degree of interpersonal skills.
· Enjoys team work able handle the team
· Always ready to learn new things and change accordingly
Qualification:

Master of Business Administration in HR{Pursuing} from Symbiosis University, Pune  
Bachelor of Arts {B.A}



Grade
*
B+

Summary of Skills and Experience:

· Diploma in Computer Application & Programming with 1 years experience in Computer Lab as technician.

TECHNICAL SKILLS



	Languages 
	C++, Java Script, HTML, DHTML, 

	Operating Systems
	Windows 2000/XP/Vista & Window 7, Systems Installation, 


	Applications 
	Microsoft Office, Configuration & Upgrading, Security Solutions

	Networking
	TCP/IP, LAN/WAN, VPN, Hubs, Switches, Routers, Firewalls. Technical Support


Personal Information:

Date of birth


:
17th April 1982
Language Known

:
English, Hindi 

I do hereby declare that the above information is true and correct to the best of my knowledge.

Date:________________
Place: _______________ 







Jeevan Singh
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