RAJEEV KUMAR 
Mobile: +91-9953855697 ~ E-Mail: rajjjeev@gmail.com

Job Objective 

Seeking senior level assignments in Administration / HRM /Security/ Facility Management  with an organization of repute

Location Preference: Delhi / NCR
Profile Summary 

Eighteen years of experience as  Administration, Human Resource, Vendor Management, Logistics Management, Hospitality Management, Event Management, Facility Management, Security, Fire and Safety with the Indian Army across different terrains. Human resource Management involved in Top Management, have knowledge in the area of networking Area of motivation, team Leader, good knowledge of Man Management. 

• Strongly self-motivated, willing to assume responsibilities.
• Can work independently, lead or work within a team environment. 
• Excellent organizational and communication skills, both oral and written. 
• Self Disciplined, management skills of humans and machines.

Specialties : A result oriented individual Expertise in broad in scope. I understand and believe in the integration of techniques, I learn more and do more of the work, and endeavor to bring in more value to the team. Be able to handle complex situation and time crunch schedules, would create more value for the company and the customer
Employment Details 

Jan'14 - till date: UIPL, New Delhi (AGM Admin, HR and Security)
Working as AGM with UIPL New Delhi
Recruitment, Staffing, Attendances, payroll, roster system etc 

Ensure effective maintenance of company assets including office interiors, furniture and fixtures.
Responsibility to depute team according to project. 
Handling day-to-day activities and administrative activities including, tasking, discipline, welfare, and all multifarious development  programmers; ensure proper implementation of  Rules and Regulations.
Maintain relation with Government body/offices as require
 Responsible for Processing of all paper works related to ministry of Labour etc
 Successfully implementing company policies and take disciplinary action under Standing Orders.
 Handle entire gamut of Administration and Led the efforts across planning & budgeting of administration expenses & work towards minimizing operational expenses/ costs.
 Proficient in managing complete recruitment life-cycle for sourcing the best talent from diverse sources and collaborating human resource requirements in consultation with different functional and operational areas.
 Designing and implementing various processes to effectively assist employee issues and facilitate function a linter-departmental meetings.
 Handling the part of pool  management and co-coordinating for the activities for needs of employees for upgrading their technical soft skills, separation, leaves, and attendance & compensation & maintaining database.
Handling AMC and CAMC process for fixture and equipments as computers, ACs, gen sets etc
Handling Government tenders and compliances
Dec'12 - Dec 2014 Instromedix India (P) Ltd, New Delhi
Handling day-to-day activities and administrative activities including, tasking, discipline, welfare, and all multifarious development  programmers; ensure proper implementation of  Rules and Regulations.
 Handling the part of pool  management and co-coordinating for the activities for needs of employees for upgrading their technical soft skills, separation, leaves, and attendance & compensation & maintaining database.

 Handling the part of  Sales, service and vender management .

 Handling the part of  office and document security.

  Taking reporting from team and fwd to management.
 Dec'96 - Nov'12: Indian Army (Ex Serviceman)
· Administration, Management, Repair and Maintenance of hospital equipments with Indian Army . 

· Outstanding track-record of resolving system problems of machines like Medical X-Ray Systems, Lab Equipment, ECG and Ultrasound Equipment, critical care etc

· Expertise in installing medical equipment, giving demos, attending customer servicing calls and tracking the annual maintenance contracts and vender management.
· Hands-on experience in maintaining extensive network of contacts in the Healthcare Industry

· Proven ability to work cooperatively with cross-functional teams to ensure that the customers get prompt / quality technical support

· Gained experience in business & market development, product positioning and channel expansion

· Excellent troubleshooting / repair experience with sound technical and customer service skills
· Efficiently managed a team of 35 members

IT Skills

· Possess working knowledge of Computer Fundamentals & PC Components

· Well versed with Windows XP, MS Office and Internet Applications

Extramural Engagement

· Actively participated in the organization of group welfare activities in the Army units

Education

· MBA (H R) 
· Bachelor of Arts 
· Diploma in Opto – Electronics 
· Diploma in Security 
· Diploma in fire and Safety
Personal Details

Date of birth:
24th July, 1979

Address:

206, Shalimar Garden, Sahibabad (GZB)
Languages Known:
English and Hindi

References

Available on request

