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Contact: +91 8220011648, Email: ramprasad.raja@gmail.com
HEADLINE
GENERAL ADMINISTRATION / FACILITIES MANAGEMENT
SUMMARY

I am a dynamic professional with chronicled success of 30 Yrs. / out of those 14 years in General Administration, Facilities and Infrastructure Management, Strategy Planning, Commercial Operations, Budgeting, Personnel Management, Team Management, Improving Organizational Excellence, Security and Liaison. I have successfully engineered core operational strategies and delivered results in facility management functions including Operations, Housekeeping, Security, Cafeteria, Vendor Development, and Purchase & Transport and provided administrative support to facilitate operations and synchronize company’s strategies with global vision to drive available resources to realize objectives.

During my 29 years of tenure, I have led operations with accountability for service quality and profitability and observance of service standards, devised administrative budget, rationalized operational costs to limit them within budgetary parameters & spearheaded administration related activities to ensure optimum & effective utilization of resources. I am experienced in steering procurement initiatives to conclude procurement contracts on most competitive rates, identifying and developing vendors & negotiating commercial terms to achieve optimum price levels and definite delivery schedules.

I have implemented process improvements and quality initiatives for desired performance levels and resolving performance bottlenecks, devised prompt maintenance solutions to ensure operational fitness for maximum productivity, provided customer services for assuring quality services & steered Administration and Infrastructure/ Facilities management support to ensure hassle-free office operations. 


Armed with proficiency in steering Operations, Administration and Facilities and Infrastructure Management functions, managing client relationship and processes, I have solid confidence of using my experience in implementing organizations’ mission & make a visible contribution to its growth and profitability.
KEY SKILLS

Strategy Planning & Execution ● General Administration● Facilities Management ● Operational Excellence ● Purchase/ Procurement ● Vendor Management ● Budgeting ● Process Management ● Infrastructure Management
EXPERIENCE

Company Name – Fullerton India Credit Company Ltd., Feb 2016 to Feb 2018.    
Title – Senior Manager – Admin & Infra (Karnataka, AP & TS)

· Identifying & negotiating premises as per organisation requirements.

· Entire monitoring of Interior works of the branch till inauguration & handing over to BM/Concern.

· Follow up with landlords till agreement signature and Security Deposit Submission.

· Ensure renewals done in time by following up with Landlords.

· Take branches for renovation if required follow up with vendor till completion.

· Take for relocation of branched as and when required with analyzing the situations.

· Pivotal role in implementation of Administrative Policies and successfully coordinate administrative support for the office. Identify scope for process enhancements for improved services & facilities.

· Provide Administration, Infrastructure/ Facilities management support to ensure hassle-free office operations
· Looking after operations related to Housekeeping, Transportation, Maintenance, Pantry, Procurement 

· Lead operations with final accountability for service quality and profitability and observance of service standards; rationalize operational costs to limit them within budgetary parameters.
· Facilitate team approach to achieve organization’s objectives, enhance productivity & employee morale
· Ensure 100% resolution of complaints received; assess customer feedback, analyze areas of improvement to provide better customer service

· Ensuring prompt resolution of employee grievances to maintain cordial management-employee relations
· Steer operations, identify improvement areas and implement measures to maximize customer satisfaction
· Ensure adherence to service level and response time objectives while planning and managing the service-level quality using the real-time management skills

· Assure observance of process essentials and capture/ isolate bottlenecks for smooth working of processes
Accountable for optimal utilization of resources/ manpower in a cost effective way
Company Name – RJIO ., Dec 2014 to Dec 2015
Title – Field Officer – Coimbatore

· Supervision of Erection of Towers and its functionality.

Company Name – Muthoot Fincorp Ltd, June 2011 to 30 Nov 2014.      
Title – Senior Manager – Admin & Infra (Tamil Nadu)
Description – 
· Same as the role mentioned for Fullerton India Credit Company Ltd.,
Company Name – RELIANCE CAPITAL LIMITED, COIMBATORE, December 2007 – June 2011         
Title – ZONAL MANAGER - ADMIN & FACILITIES (South India)
Description – 
· Steered operations, identified improvement areas, implemented measures to maximize customer satisfaction
· Handled administration functions; devised strategic measures for betterment; performed administrative functions & implemented measures for enhancing operational efficiency & resource optimization
· Ensured compliance with statutory requirements & reviewed procedures to achieve operational efficiency

· Looked after Admin & Facilities management of South India Operations. 

· Defined business mission and performance standards across all functional areas and periodically reviewed performance with deft application of concurrent management audit procedures.
· Accountable for manpower deployment as per skills and requirements & ensure adherence to all norms.
· Devised materials procurement plans; drove purchase initiatives & defined procurement procedures ensuring total transparency.
Company Name – DIMEXON DIAMONDS LTD., COIMBATORE, August 2006 – November 2007
Title – Factory Manager
Description –
· Streamlined the filing system to accommodate centralization of customer service operations and provide easy filling/ access for all new incoming correspondence.

· Devised, negotiated and finalized Administration of services contracts, evaluation of tenders/Bids, and Pre-contract negotiations.

· Conceptualized, modified and implemented effective administrative policies and procedures while ensuring optimum utilization of available resources across various functions.
· Enhanced internal control by recording & monitoring expenses.

· Reduced expenditure of Transportation through proper planning and implementation
Company Name – PERFECT SERVICE (C&F), May 2005 – July 2006
Title – Warehouse Manager
Company Name – HALIDON MARKETING (P) LTD, January 2004 – April 2005
Title – Warehouse Manager
Company Name – Cyber Café, June 2002 – December 2004
Title – Owner
Company Name – Park College of Engineering, September 2001 – May 2002
Title – Aeronautical - Lab Officer
Company Name – Indian Navy, 1986 - 2001 
Title – Petty Officer (Aviation/ IT Sectors/General Administration)
KEY ACHIEVEMENTS

· Devised a package on FOXPRO with windows as operating system, catered for all functions in respect of Store Management while serving at the Indian Navy.

· Successfully developed the System on Oracle 8/8i as Back End UNIX (AIX) Platform, Developer 2000 as Front End and Designer as CASE Tool & successfully launched throughout Indian Navy & Active. 

· Introduced the concept of MIS reporting to update the Management on regular basis.

· Experienced in optimum utilization of the variant potential of manpower in command in unforeseen situations with limited resources.

· Created elaborate grievance handling and disciplinary action procedures.
EDUCATION/ CERTIFICATIONS
· M.B.A. (HRM), Annamalai University 

· Master of Arts in Public Administration, Annamalai University

· Certificate Course (Equivalent to Graduation Degree) issued by Ministry of Defence
TRAINING

· Fire Fighting/ First Aid
· Leadership Skills
· Strategic Facilities Management
I.T. SKILLS

· System Analyst, WINNT, Power Builder, Sybase, Oracle 8i, Developer 2000, Microsoft Office & the Internet
PERSONNEL DETAILS
· Date of Birth


:
10 Mar 1969.

· Passport Held


:
Yes (U6002873)
· Blood Group



:
0+ve

· Address



:
7C, Arumugam avenue, Gandhi Nagar Road, Near KMM School, 

Cbe – 641103.
