Curriculum Vitae
 M V Ramana Reddy
E-mail: mvramana044@gmail.com
Mobile:  +91 9441107416

Career Objective:
To associate with well established organization that promises a creative and a challenging career with candid work culture that fosters the steady growth of the organization and provides opportunities to grow professionally and personally
Work Experience:
· 8.9 years of professional experience in Office Administration & Facilities Management, Finance
Education:
· Bachelor of Arts (Maths) from S.V. University, Tirupathi.
· Intermediate from Board of Intermediate, Hyderabad.
· SSC from Board of Secondary Education, Hyderabad.
Career Summary: Worked as -
· Current - as Sr. Admin & IT Support - Ryna IT Solutions Pvt. Ltd.,( Ryna Facility Services Pvt. Ltd) Hyd, from Dec’12 - till date

· Associate Admin - NorthStar Technical Service Pvt Ltd, Hyd, from Dec ’11 - Nov ’12
Responsibilities:
Office Administration:
· Liaising with various vendors and ensuring prompt services for better office environment

· Documentation of various updates / information of different departments

· Professional & Prompt in furnishing relevant data as per top management’s requirements
· Expertise in handling office operations for multiple branches / locations

· Experienced in scheduling maintenance of office and technical outage

· Professional in scheduling meetings / making travel arrangements, etc. for top management

· Well coordination skills while dealing with various levels in hierarchy and departments

· Monitor stocks of office supplies and place orders as per the requirement

· Prompt responses to various stake holders through mails and calls

Finance Administration:
· Accounts Payables:

· Vendor management - Comparing the quotations from vendors, recommending best supplier / vendor after negotiations and sending to head office for approval

· Expense Management

· Accurate invoice processing for prompt payment to various vendors

· Handling petty cash

· Preparing Quotations based on layout & client requirement

· Carryout client & Vendor Management and improving service quality
· Reporting:

· Budgeting and cost control measures, Monitoring Budget vis a vis variance
· Preparing monthly financial reports pertaining to infrastructure and facilities

· MIS generation & Tracking method
· Invoice processing and sending notifications to clients for payments

· Tax Returns & Filing Co-ordinate with CA below key activities:
· Income Tax Returns 

· GST Filing

· ROC Filling

· Registration Process

HR Administration:

· Coordinating with HR team on hiring process
· Monitoring employee attendance from client location

· Issuance of offer letters, negotiations on notice periods, etc. during hiring process

· Updates to HR management on employee issues / database
· Coordinating with various banks to fulfil joining formalities of employees
IT Administration:
· Configuring and maintenance of PCs & printers
· Installation of new PCs, printers and softwares
· Troubleshooting PCs & OS related problems, Lan cable Crimping 
Technical Skills:

· Type Writing

: Higher grade
· Packages

: MS Office
· Operating systems
: All versions of Windows (from 98 to 2017)
· Other Knowledge
: Hardware & Networking

Personal Information:

· Languages

: English, Telugu & Hindi
· Current Address

: M. Venkataramana Reddy, Kukatpally, Hyderabad
Date:
Place: Hyderabad.
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