                                                                       Contact NO: +91 – 9247929226

                                                                               E-mail    :  venkatesh.rao204@gmail.com
                                                                              Address:   MIG – 634,

                                                                                                 Madhavpura, vuda colony,

                                                                                                 Kush shopping mall,

                                                                                                 Madhurawada,

    M.Venkateswra Rao,                                                        Vishakhapatnam-530045.
Seeking assignment as administration/vendor/Facility team with reputed organization.
 KEY COMPETENCIES 
· General administration    
·  vendor management 
· Facility Management                    
· Operation management
KEY ROLES HANDLED
General administration: Handling all administrative like Maintenance of office equipment’s, transport, housekeeping & maintenance of office & record keeping. Monitoring adherence to statutory regulations & compliance with various governmental agencies. Monitoring disciplinary issues & legal matters. Ordination activities for the identification of training of employees for upgrading their technical skills.
Vendor Management : Devloping long term parnrships with suppliers and managing day to day supplier performance to ensure meeting of service cost deliver & quality norms.Executing vendor evaluation.vendor rating calcuation and necessary action for under performance.
Facility Mangement: Managed the entire facility for office cleaning, mechanical electrical and general maintenace. Manage a group of facilities personal and varies vendors.
Educational Qualifications:
	Qualification
	Institution
	Board/University
	Year
	Percentage

	B. Tech (EEE)
	Malla Reddy Engineering college
	J.N.T.U (Hyderabad)
	2007
	59.10%

	Diploma (EEE)
	Y.V.S.B.R.M Polytechnic
	State board of Technical Education
	2001
	58.25%

	Intermediate (Vocational)
	Govt. Junior College
	Board of intermediate Education
	1998
	71.80%

	SSC
	Z.P.H. School,
	Board of secondary

Education
	1995
	56.00%


Computer skills: 
· Proficient with Microsoft Windows Operating System 2000, XP,7

· Knowledge of Internet Browsing Mail composing outlook Express

· Operating System: knowledge of MS-DOS, MS-Word, MS-Excel, Power Point.
· My gate apps

Additional Qualifications: 
· Having Electrical Supervisors License from A.P. Electrical Licensing Board,

       Hyderabad. (Up to 11kv) 

· Firefighting (CDO) Civil Defence Organization Training.

· First aid Training at St. John Ambulance Association A.P STATE CENTRE  
My working companies:  
A. Presently working as a Facility Manager Technical in Lansum Oxygen Towers     High riser building at Visakhapatnam from September 2019 to till now.
B. Worked as a Technical Executive in JLL Randstad Under IBM India Pvt Ltd,           Visakhapatnam from NOV 2013 to August 2019
C. Worked as a Facility Executive Technical in CB Richard Ellis South Asia Pvt Ltd. Under HSBC EDPI, Visakhapatnam from Sep 2010 to Nov 2013.

D. Worked as a shift Engineer in Amps and Watts Electrical (P) Ltd. Under L&T Info City Ltd. In L&T Phoenix, H-08, Hi-Tech city-2, Hyderabad. From Nov 2009 to Sep 2010.

E. Worked as a supervisor in Amps and Watts Electrical (P) Ltd, Under L&T Info City Ltd in Deloitte Block-D, Hi-tech City, Hyderabad from Aug 2007to Nov2009

F. Worked as a Testing Engineer in Duke Arnics Electronics LTD, Kushaiguda, Hyderabad from Nov 2001 to June 2004.
Keys  & Responsibilities
· Manage office operations to ensure efficeint office environment.

· Conducting staff meeting on regular intervals

· Co-ordinate with internal auditors and govt officials in the compliance part.

· Co-ordinate and follow up with vendor

· Preparing and circulation the Managerial reports to senior official such as Building Budget, BOQs, MMR, Site visit report & Stationary inded, Usage Tracker Monthly petty cash tracker etc. 

· Ensuring smooth function of the site and co-ordinate with different departments such Housekeeping, Mail room, cafeteria Management Electrical repair, maintenance commercial departments. 

· Co- ordinating month trainings for HK staff & Maintenance team.

· Co-ordinating with AMC vendors and ensure to do the periodical service & keeping and the records   
· Operation and Maintenance of, building management system, comprising HT/LT, Power distribution, DG sets, UPS, Fire detection, PLC, AC DRIVE, CCTV, Access control, Fire system, RO Plant, WPT Plant, Air conditions, compressors (Screw/centrifugal type), STP plant and Boilers.

· Maintained of shift schedules, PPM’s, Daily check lists, Daily reports and Energy analysis.

· Maintenance and trouble shooting of Electrical, HVAC, Fire Fighting and plumbing.

· Preparations of incident reports and action plane.

· Premises maintenance with Daily/weekly and monthly check list repaired.

· Following the LOTO procedure & issuing the work permits

· Make Daily rounds of facility reports.

· Co-ordination with vendors as per regular requirements.

· Work distribution to Sr. Tech and Tech’s.

· Following check lists and Engineering dept.

· Maintaining the log books and all service reports.

· SLA/SOP’S AND GRN.

· Maintaining Housekeeping staff and materials
  Experience on My Equipment:
· Operation and maintenance of up to 33/. 433kv Dry type and oil type distribution Transformer up to 2000KVA.

· Operation and maintenance of up to 1500 KVA Diesel Gen sets and operation with Synchronization panel.

· Operation and maintenance of UPS up to 160KVA.

· Operation and maintenance of VRVS, CSU, FCU, AHU, Split AC up to 2TR,

      (372×3) TR, YORK and (250X4) TR CARRIER Chillers.

· Operation and maintenance of PA, FAS & Fire protection system.
· Operation and maintenance of RO (Reverse Osmosis) Plant, WTP Plant and STP Plant.

· Operation and maintenance of Otis and Hyundai elevators

· Operation and maintenance of MCB, MCCB, ACB, VCB and SF6, with relay operated control panels.
· Operation and maintenance of Solar generation Plates ---60KWp.
· Operation and maintenance of single phase and three phase motors up to 75HP with DOL & Star Delta starters.   
Projects Engineer: MEP
· STP -Sewage treatment Plant.
· Fire Pump Room.

· CFL to LED lights.
· RO & WTP Plant

ENERGY METERS:
· Calibration, validation and Testing of Electronic Trivector meters Electronic Reference meters, MD controllers, Print E Meters and their relative soft ware’s.

· Coordinating with designers for designing and development of firm wave for Energy meters, Electronic Reference Meters. 

· Coordinating with software Development Group for developing windows-based software (i.e. PC Soft ware’s and (MRI Meter Reading instrument) for the above-mentioned products.
Personal Profile: 
Father’s Name        :     M. Pullayya Naidu 

Date of Birth           :     24-08-1980

Marital status          :     Married

Passport no              :    M0531501

Permanent address:     K.V. Palem, Ambajipeta, 

                                        East Godavari, Andhra Pradesh – 533214.
Present address       :    MIG – 634,

                                      Midhilapuri, vuda colony,

                                      Kush shopping mall, Madhurawada, Vishakhapatnam-530045.                                                        

Employment regng no                    :  Eg/20021679

Hobbies                                            :  Reading technical books, Football,

Two/Four Weller driving license: DLFAPO1034732007

Languages know                             :  English, Hindi & Telugu

Strength                                           : Lot of patience, doing hard work. 
The above-mentioned are correct and true to the best of my knowledge and belief.
Date:

Place: Visakhapatnam.                                                    Yours Sincerely,                                                            

                                                                                     (M. VENKATESWARA RAO) 

