CURRICULUM VITAE
ANIRBAN MALAKAR
Permanent &
Communication 
Address

: 
Mohisila Colony - 1, Behind Boys School,




Asansol, Pin: 713303, Dist. Burdwan (W.B.)

Mobile No

:
( + 91 8003294493, 07726983073
E-mail


: 
anirban_malakar@yahoo.co.in 
Objective:  
To pursue a career in an organization that will enable me to put into practice, the various concepts of management and in turn to help me to meet the business goals that would be entrusted to me.
Experience Detail: 
Total professional experience of 11 years 4 months  as of now
Present Employer: - Cairn, Oil & Gas, vertical of Vedanta Limited

Cairn, Oil & Gas, a vertical of Vedanta Limited, contributed ~ 25 percent to India's domestic crude oil production in FY 2017-18.
Working Since: 27th June 2011 
Location – Barmer, Rajasthan.
On Pay Roll off � Randstad India Private Limited
Position Held: - Sr. Associate - Administration & Logistics
Job Responsibilities: Currently Handling the Admin & Logistics in the Largest Onshore Upstream Oil & Gas Project in India. 

Managing multi diversified and demographical team like drivers, facility & Maintenance staff.
· Logistics & Travel Arrangements
· Managing movement of personnel including senior management through a variety of fleet; Volvo Busses, Executive vehicles, LMVs and material pick-ups. 

· Expat Management: Reporting the arrival departure expats at site to the local Administration.
· Co-ordination & Planning of VIP & VVIP�s Visits.

· Monitoring key areas such as optimum vehicle utilization through daily KM monitoring through VTS to control extra KM running to save extra cost to company. 
· Advance planning for admin & logistic support for upcoming projects.

· Global Travel coordination / booking / reservations (includes flights, lodging and rental car).
· Have been experienced and effectively handled many vehicle driver Strikes and been able to keep moving site movement during strikes.
· Township Management  

· Managing Accommodation, Housekeeping and Facility management for Living Bunks and Living Quarters.
· Hotel arrangement for foreigners & corporate senior management team at Barmer.
· Monitoring key areas such as existing accommodation utilization.
· Supervising Facility Management contractor for hygienic & scheduled services.
· Area Pest Control: Managing the pest control for the site to handle the Rodents, insects, reptiles, Honey Combs etc.

· Organizing various welfare activities (diversified festivals, Sports, event management) for employees
· Vendor Management

· Taking care of Admin & logistics related contracts.

· Preparation of SOW to DMSR for new requirements.
· Verification of the Admin & Logistics related invoices (Catering, vehicles, stationary, hotels, golf carts etc.)

· Co-ordination for the timely payment of the contractors.

· Routine meetings with the contractor representatives.
· Taking care of Visitor Management system.
· Support Functions

· Contract Administration: Preparing, Modifying and Managing the scope of work for the various Contracts relating to the Admin Activities and Vendor Management and execution of these to get the work on the ground.

· Stationary, PPE, other Admin Arrangements: Ensuring the timely availability of the PPEs, Stationary as per the company policies.

· Preparing Annual Budget for the Admin & Facility related expenses for the site.
· Preparation of monthly VOWD reports.
· Advance planning & timely execution of Admin support during shutdown activities at different project locations.
· Organizing Induction Training for new recruits.

· FRRO liasoning process of expats.
· Co-ordination for Pre-Bid meeting at site for EPC & various contracts.
Job Achievement:

· Awarded as �GEM� (Go Extra Miles) in August 2015 for critical support during STRIKE at Plant area.

(3) MPS Group of Companies 
Working duration: April 2010 to June 2011
Position Held: - Officer - HR & General Administration
Location - Kolkata
Job Responsibilities:

· Documentation of new joining employees.
· To carry out departmental verifications.
· To solve grievances of employees.
· To handle Petty cash of a retail store.
· To look after the job allocations of employees and suggestions towards disciplinary measures against employees breaking company rules.
· Worked as an �Acting Manager� in the Ratulia project.
· Constantly dealing with vendors. Visiting their stock centre and report of the same to seniors.
(2) Rudra Auto Mart Pvt. Ltd. 
Working duration: February 2009 to August 2009 
Position Held: - HR Executive

Job Responsibilities:
· To look after employee recruitment, interviews, induction, joining, training.
· Handling leaves entitlement of the staffs.
· To handle Administration of 125 employees at the service center.
· Keeping best possible work environment and pacify staff grievances.
· To prepare reports and to submit it to the higher authority.
· Conducted a Pulse Survey for all the staffs.
(1) ICICI Prudential Life Insurance Co. Ltd. 
Working duration: June 2008 to October 2008
Position Held: - AFSM in Bank Assurance Channel
Job Responsibilities:
· Sell insurance to customers.
· To fix medical underwriting appointments for customers for insurance plans.
· Checking out customers� documents given in his favour for insurance policy.
· Checking out fund reports & Financial Underwriting documents for customers.
· To create new customer base with high net worth.
· To keep good network in the same trade.
· To maintain good relationship with old customers.
Professional Qualifications:
· Have completed MBA in HR & Marketing from Techno India, Kolkata by 2008.
· �Global English for Successful Communication� course from NIIT BY 2005.

Academic Qualification:
· Graduation has been done in B.com from Burdwan University in 2003.

Project during MBA: 

· Undergone a Market survey in Siemens ltd on its product Modular switch about Siemens� standing in Modular switch Retail market in June-July, 2007.
· Project Procedure: - Analysis of the data collected from 162 retailers using Questionnaires.
Hobbies and Special Interests:

1) Reading books of different genre.

2) Sports:  Football, Cricket.
Details:

Date of Birth


:  
25th November 1982

Gender

  
:          
Male

Languages Known

: 
English, Hindi, and Bengali  
Marital Status               
: 
Married                                                
Date: 

Place:
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