VIJAY KUMAR
Mobile No.: +91 9953810228 ~ E-mail: vijaykr0228@gmail.com



Back Office management (Support Function) in Manufacturing Industry
Versatile professional adept at multi-tasking, strategic planning, managing multiple projects, and streamlining office operations for major productivity gains
PROFESSIONAL SUMMARY
Accomplished senior executive assistant offering 43 years of administrative experience reporting to CEO and other Top management, maintaining and refining internal processes and ensuring the company goals and objectives are attained. Formerly associated with Essar Steel India Limited (Hazira, Mumbai, and Noida) as Joint General Manager. Expertise in managing communication between upper management and employees on various projects and tasks. Played pivotal roles in ensuring successful workflows, schedules, communications, and office setting.

Proficiency in keeping operational offices run smoothly; handled broad responsibilities and thrived within busy environment requiring the ability to prioritize and manage concurrent projects. An effective assistant with strong decision-making and problem solving skills; supporting Director and Top management to make the best use of their time by dealing with all the necessary  administrative tasks. 
CORE SKILLS
Executive and Administrative Support ~ Schedule Management ~ Strategic Planning ~ Time Management ~ Liaising and Coordination 
WORK EXPERIENCE
Essar Steel India Limited (Hazira, Mumbai, Noida) | Joint General Manager | Feb’98 – Mar’16 (Retired)
Key Deliverables:

· Reviewed and improved organizational effectiveness by developing processes, overseeing employees, establishing a highly motivated work environment, and created innovative approaches for improvement.
· Maintained project timelines to ensure tasks are accomplished on time.
· Gathered, prepared & analyzed MIS reports for the Top Management.

· Delivered administrative support to Top Management and entrusted to manage high-priority projects.

· Assured successful workflows, schedules, communications, and office setting on a schedule basis.
· Engaged in delivering assistance to the Promoter Directors/Directors in the routine operations activities.
· Effectively managing  the back office of the Director.

· Developed positive direct relationships with key business contacts

NOTABLE ACCOMPLISHMENTS:

· Actively involved as a team member and productively set up a greenfield manufacturing facility in Paradip, Orissa (6 mtpa pellet plant), 2012

· R&R package approval by the govt of Chhattisgarh for setting up a 3mtpa integrated steel plant, 2006-2007.
A M D Overseas Limited, Gurgaon (Manufacturer Exporter) | Deputy General Manager | Jun’84 – Feb’98
Peejay Industries Private Limited, Delhi(Merchant Exporter) | Commercial Officer/ Commercial Manager | Sep’78 – Jun’84
International Exposure:
Formerly USSR & Nigeria
Key Deliverables:

· Identified potential customers to facilitate & promote products in markets of countries including Nigeria & USSR.
· Engaged in dealing with vendors and carried out vendor development activities.
· Contributed in carrying out routine operations and provided vital support to operational teams.
· Managed commercial activities & ensured continuous improvement of processes to increase efficiencies and improve performance.
· Catered to clients in Nigeria & USSR; guaranteed all shipments are placed on time.

The Jay Engineering Works Limited (A Shriram/DCM Group Enterprise) | Dec’73 – Sep’78

Growth Path:

Officer – Grade A (Admin) | Dec’75 – Sep’78



Executive Trainee | Dec’73 – Dec’75

Key Deliverables:

· Managed, planned and administered a range of administrative operations and implemented best practices.
· Developed and prepared systems and procedures adhering to required standards.
· Guided administrative staff to achieve maximum output.
EDUCATION

1981
Bachelor of Law from Delhi University

1973
B.Sc. from Delhi University

PERSONAL DOSSIER

Date of Birth:

16th Sep’52

Languages Known:
English and Hindi
Address:

205, Aravali Apartments, Alaknanda, New Delhi -110019
Seeking employment/contractual assignments, post retirement, in an organisation where my expertise and proven experience can be utilized and appreciated











