RAJ KUMAR LAJPAL
Mob.: 9643851422
E-Mail: rajkumar.lajpal@gmail.com 


Extensive Background with Senior Level Management & 
General Administration / Maintenance seeking assignments 
in your esteemed Organization.

SYNOPSIS / ACADEMIA


· Commerce Graduate from Delhi University with nearly 23 years of rich experience in:
- General Office Administration

- Facility Management
- Real Estate Industries


- Material Purchase
· Knowledge of English Shorthand / Typing with a speed of 80/60 w.p.m.

· Diploma of Sanitary Inspector from AILSG (All India Local Self-Government) – 

Mumbai in 1988 (Study Centre: Rouse Avenue, New Delhi).
· Diploma in Desk Top Publishing (DTP) from Sri Ram Commercial College, Tri Nagar, 

New Delhi in 1992.
· Excellent Exposure in Computer Packages known
· Operating System
:
MS-DOS, MS Window
· MS Office

:
MS-Word, MS-Excel, MS-Power Point & MS-Outlook

· Others


:
Internet & E-mail
CAREER CONTOUR



Since December, 2019 – Till Date with M/s. Venetian LDF Projects LLP, “AVENUE 83”, Sector-83, Entrance of Vatika India Next, Gurugram, HR 

as STORE AND PURCHASE MANAGER
A leading Builder / Construction Company

Significant Highlights
· Records of balance material stock and Entry of New Materials.
· Maintenance of MRN and MIN.
· Operation of Kaanta and Measurement of Aggregates / Bricks / Dust.
· Issue of regular items from Store to labours working at site. 
· Exposure in taking dictation, letter drafting and to finalize the same after necessary incorporation / approval. 
· Maintaining the File Records and Receipts & Issue the DAK Register.
· Expertise in e-mailing / copying / scanning 

· Adept at coordination with different departments / site in the Organisation.

· Maintaining Master File. 
· Follow-ups the day-to-day activities as per the instruction of the Concerned Authority.
· Invite quotations from vendors, prepare the list and forward the same to the concerned for approval including quality cost parameters.

· New Vendor Development, Prepares technical specifications for request for proposals, including terms and conditions and evaluation criteria.
· Purchasing the procurement of various materials, preparing comparatives on behalf of their offers, negotiation with vendors, processes purchase orders, communicate with vendors and customers information and solve problem, reviews, maintain vendor contracts.
· Analyzes current procurement activities and recommends improvement through more efficient procurement methods, quantity discounts, standardization, value analysis and cooperative purchasing.
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May, 2017 – October, 2018 with M/s. Affordable Infrastructure Housing Project Pvt. Ltd., 247 G, Udyog Vihar, Phase-IV, Gurugram, HR 

as PROCUREMENT EXECUTIVE 
A leading Builder / Construction Company

Significant Highlights
· Exposure in taking dictation, letter drafting and to finalize the same after incorporation / approval. 
· Maintaining the File Records and Receipts & Issue the DAK Register.
· Expertise in e-mailing / copying / scanning 

· Adept at coordination with different departments / site in the Organisation.

· Maintaining Master File. 
· Follow-ups the day-to-day activities as per the instruction of the Concerned Authority.
· Prepares technical specifications for request for proposals, including terms and conditions and evaluation criteria.
· Purchasing the procurement of various materials, preparing comparatives on behalf of their offers, negotiation with vendors, processes purchase orders, communicate with vendors and customers information and solve problem, reviews, maintain vendor contracts.
· Analyzes current procurement activities and recommends improvement through more efficient procurement methods, quantity discounts, standardization, value analysis and cooperative purchasing.
June, 2012 – December, 2016 with M/s. Mapsko Builders Pvt. Ltd., 52, North Avenue Road, Punjabi Bagh (West), New Delhi-110026, as MANAGER ADMINISTRATION PROJECT/ PURCHASE
A leading Builder / Construction Company

Significant Highlights
· Exposure in taking dictation, letter drafting and to finalize the same after incorporation / approval. 
· Maintaining the File Records and Receipts & Issue the DAK Register.
· Expertise in e-mailing / copying / scanning 

· Adept at coordination with different departments / site in the Organisation.

· Maintaining Master File. 
· Follow-ups the day-to-day activities as per the instruction of the Concerned Authority.
· Prepares technical specifications for request for proposals, including terms and conditions and evaluation criteria.
· Purchasing the procurement of various materials, preparing comparatives on behalf of their offers, negotiation with vendors, processes purchase orders, communicate with vendors and customers information and solve problem, reviews, maintain vendor contracts.
· Analyzes current procurement activities and recommends improvement through more efficient procurement methods, quantity discounts, standardization, value analysis and cooperative purchasing.
July, 2009 – May, 2012 with M/s. Parsvnath Developers Ltd., Parsvnath Metro Tower, Near Shahadra Metro Station, Shahadra, Delhi as Secretary to Additional Vice President

Significant Highlights
· Exposure in taking dictation, letter drafting and to finalize the same after approval. 
· Maintaining the File Records and Receipts & Issue the DAK Register.
· Expertise in e-mailing / copying / scanning 

· Adept at coordination with different departments / site in the Organisation.

· Maintaining Master File. 
· Follow-ups the day-to-day activities as per the instruction of the Concerned Authority.
Oct., 98 – Sept., 07 with B.L. Gupta Construction Pvt. Ltd., II-A-21, Feroze Gandhi Road, Lajpat Nagar, New Delhi-110024 as Sr. Steno
Key Deliverables

· Taking dictation, letter drafting and to finalize after approval
· Maintaining File Records, Courier Records, Receiving and Dispatch Register

· To prepare Extra Items. Work Orders, RA Bills

· To raise the quotations to parties

· E-mailing / faxing / copying

· Coordination with other departments

· Maintaining of Master File

· Prepare Tender Documents as per the directions of the Sr. Levels.

· Other Official Correspondences.
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Dec.’ 93 – Nov.’97 with Samrat Sales Pvt. Ltd., Shakurpur Ring Road, Delhi as Stenographer 
Key Deliverables

· Taking dictation, letter drafting and to finalize after approval

· Maintaining File Records, Courier Records, Receiving and Dispatch Register

· Faxing / Copying

· Coordination with other departments

· Maintaining of Master File

· Prepare Tender Documents as per the directions of Senior.

· Other Official Correspondences.
CAREER CONTOUR ON TEMPORARY BASIS
· Worked with M/s. Madura Coats Limited, Asaf Ali Road, New Delhi for Six Months on Leave Vacant Basis as Steno-Typist.

· Worked with National Open School at Ashok Vihar Ring Road, Delhi for Three Months on Daily Wages through Employment Exchange, New Delhi, as Jr. Asstt.-cum-Typist.

· Worked with University Grants Commission, B.S.Z. Marg, New Delhi for Three Months on Daily Wages through Employment Exchange, New Delhi, as LDC.

PERSONAL DOSSIER



Father’s Name

: Late Shri Jagdish Chander
Date of Birth

: 22nd October, 1967
Nationality / Religion
: Indian / Hindu
Strength

: Honest & Hard Worker
Address

: AP-87 C, Pitam Pura, Near City Park Hotel, New Delhi – 110034
Salary Drawn

: Rs.35000/- per month

Salary Expected
: Rs.50000/- per month

