CURRICULUM - VITAE
	Mukesh Kumar Pandey 

Deputy Manager (EA to MD & EVP,  Document Management & Taking Care of HR Function)
12.5 Years of experience as Executive Assistant & Document Control Specialist in construction, Infrastructure, Hotel & Hospitality Industry.  Organize & manage daily activities which include scheduling and organizing meetings, conference calls, arrangements of  local, domestic & international travel, preparing reports, filing and organizing documents, recording meeting minutes, and performing basic bookkeeping tasks. 

I have worked with leading companies like EIH Ltd. (A Member of The Oberoi Group), Simplex Infrastructures Limited, Antara Senior Living (Max India Group) & BIL Infratech Ltd. (Braj Binani Group) in many prestigious projects & Corporate Offices i.e.  Housing projects, Road Projects, Metro Projects, Power Plants, Refinery, Flyover Projects & India's first world class senior living township in Dehradun.
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OBJECTIVE: 

To seek a professional job opportunity with a reputed organization where in my ability, experience and education will be utilized to the maximum level contributing to the success of the organization and self-growth in the company hierarchy. To upraise my carrier by joining an organization where I could get a scope to exploit & improve my capabilities, potential, keeping in tune with the organizational mission & vision.

QUALIFICATIONS  
Technical 

· MBA from “Sikkim Manipal University” in 2012.  

· Certification in “Computer Application” from “NIMACT” Computer Education Institute. 

Academic

· Graduation from D.D.U. University, Gorakhpur (U.P.) in 2005

· Intermediate from Govt. Jubilee Inter College, Gorakhpur (U.P.) in 2001

· High School from Govt. Jubilee Inter College, Gorakhpur (U.P.) in 1999 

SOFTWARE KNOWLEDGE 

	MANUPATRA LEGAL SOLUTION
	ACONEX
	SAP
	BAN

	MSP
	OPERA SOFTWARE
	ERP
	DISHA: ENTERPRISE HUMAN RESOURCE MANAGEMENT SYSTEM


KEY SKILL
	DOCUMENT MANAGEMENT SYSTEM
	ELECTRONIC DOCUMENTATION
	MS OFFICE
	ACONEX DOCUMENT CONTROL PACKAGE

	MSP
	ERP
	MANUPATRA  LEGAL DATABASE
	OFFICE 365

	INTERNET
	OUTLOOK
	PROJECT TRANSITIONING
	QMS


WORK EXPERIENCE
Total Experience: - 12 Years & 05 Month
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Project Information’s & Job Responsibilities:  
I. With BIL Infratech Limited: 
(From 10th Sep’19 to Till Now)
Working with BIL Infratech Ltd.  (Wholly Owned Subsidiary of Binani Industries Ltd.) Zonal Office, New Delhi as Deputy Manager (EA to MD & EVP, Document Management & HR Function)
· Directly reporting to Managing Director & Executive Vice-President of the company. 

· Responsible to organize and manage daily activities which include conference calls, scheduling and organizing meetings including the arrangement of logistics, meeting space, communications and catering.
· Arrange and confirm local, domestic and international travel for senior management.

· Travel management, including meeting and travel itineraries, air, and hotel management.

· Taking care of day to day planning and organization of the EVP diary and maintaining it on outlook.
· Documenting of minutes of all meetings as directed by the EVP.

· Working with HR data team, Business operations, and local HR to maintain HR database and to ensure records are up to date. 
· Implement company policies that promote a healthy and positive work environment.

· Setting up meetings and appointments with clients and updating the same.
· Taking care of entire documents related to contractual matters, execution-related, quality-related, EOT matters, design-related, claims, running bills, Minutes of Meetings, RFI’s and various In-Out letters linked with more than 45 projects w.r.t. The building, Housing, Power Plant, Cement Plants, refinery and many more.
· Coordination with executives & various departments HOD’s for achieving desired weekly & monthly progress plan.
· Checking and replying to E - mails of the MD & EVP in accordance with his dictation.
· Manage the recruitment and selection process of BILIL, Delhi office.

· Responsible for petty cash management & other finance functions of BILIL, Delhi office.
II. With Simplex Infrastructures Limited: 
(From 02nd Apr’18 to 09th Sep’19)
Worked with Simplex Infrastructures Limited, Zonal Office, New Delhi as an Asst. Manager (EA to GM Contract’s & Document Management). 
· Manage calendars, coordinate and update daily appointments using own judgment in the absence of direct instructions.
· Travel Management (Flight & Hotel), Expense Management & Diary Management. 

· To prepare presentations & agenda for meetings & drafting MOM.

· Taking care of the entire commercial, contractual, execution and claims related documentation with reference to more than 50 projects under Delhi Zone i.e. Building Projects, Metro Projects, Power Plant projects, Flyover Projects, Highway Projects, Refinery Projects and many more.
· Look after all the Judgments of High Court & Supreme Court related to various Arbitration cases, State Notifications linked with Excise, VAT etc. 

· Taking care of all the documentation part of various Projects of Delhi Zone for diverse contractual claims. 
· Find out relevant court cases on the basis of "keywords" in support of contractual issues. 

· Responsible for making available legal search results linked with project claims, various types of Govt. Notifications, Acts, Laws etc. with the help of Legal Database. 

· Document control of important contractual correspondences pertaining to Time and Cost Claims of all Projects.
· Create proper Identification Number System for In-Out Letters, Project Files, Contractual Documents & Agreements accordance with QMS Guideline.
· Maintain an electronic database of entire project related In-Out letters, claim documents and Contract Agreements.

· Maintain a very high level of confidentiality.

III. With Antara Senior Living Limited: 
(From 18th Aug’14 to 24th Mar’18)

Worked with Antara Senior Living Limited (Max India Group) a Document Controller (EA to Project Director & Document Management) 
Project Name – 
Antara Senior Living Project, Dehradun. This is India’s first world class Senior Living Community for Senior Citizens. This is a first of its kind of Senior Living Community in India.  

 Project Cost – 
 
Approx. 800 Crores 
 Principal Architects – 
Perkins Eastman, New Yark & Esteva I Esteva  



  
Aequitectura, Spain
Type of Building – 
 G+5 Types (2 BHK, 3 BHK, Pent House with Luxurious Club House , Restaurant, All Weather Indoor Swimming Pool, Golf Course, Tennis Court and Theater)  
· Executive Assistant to Project Director. 

· Responsible for Calendar & Travel Management of Project Director. 
· Generate the various document control reports as required by the Project Director.
· Forwarded Daily Operational / Execution / Progress Reports to higher management as per the direction of PD and ensuring clarity.
· Coordinate and support in the implementation of various system implementation / SOP implementation at the office.

· Taking care of entire documents related to contractual matters, execution-related, quality-related, EOT matters, design-related, claims, running bills, Minutes of Meetings, RFI’s and various In-Out letters linked with more than 50 projects w.r.t. the building, Housing, Metro, Power Plant, Road, Highway, Refinery and many more.
· Maintain & manage entire project related documents including technical documents, Sub-contractor bills, drawings, different types of letters and commercial correspondence.
· Maintain the files and control logs as per the requirement of the project.
· Control over all the Incoming & Outing Letters & Documents related to the project.

· Create proper Identification Number System for Files, Register, Letters, Documents & Forms accordance with QMS Guideline.
· Coordinating with HO for procurement of material, site progress, Contract / Work Order issuance, Vendor Payments & other activities which is required for the smooth progress of work.
· Maintain easily accessible electronic and paper files, including keeping all relevant databases up to date.
· Maintain the documents and drawings in the Document Control office under safe custody without any damage or deterioration with easy traceability.

IV. With Simplex Infrastructures Limited: 
(From 03rd May’12 to 14th Aug’14)

i. Deployed at MES Project, Meerut. CONSTRUCTION OF DWELLING UNITS INCLUDING ALLIED SERVICES FOR OFFICERS  JCOs/ORs AT MEERUT (WEST) (DG MAP (MES) Housing Project, (Meerut)

 Project Cost – 

Approx. 500 Crores 

 Client– 


Military Engineering Services (MES)

ii. Deployed at NHAI Road Project Kharagpur (WB).  4 Laning of Kharagpur to Mahulia Road      Project Section NH6 & NH33 Including Bahragora & Ghatsila (BOT)

 Project Cost – 

Approx. 1100 Crores
Client – 


National Highway Authority of India (NHAI)
· Worked as Document Controller (EA to Project Head & Document Management) and do Travel Management & Calendar Management for Project Head.  

·  Answerable to Project Head and   look after all official E-mails & documents related to him.

· Responsible for admin works and office management.

· Responsible for receiving of all project related drawings (GFC, Shop Drawings, As-built drawings) & distribute to concern department and related contractors.

· Coordinate all activities related to the Document Control Procedure, Including technical documents, drawings & commercial correspondences.

· Maintain Electronic database for all the department at server in proper SOP as defined by HO for common folders coordinating with various team members

· Track and update progress at site and inform HO on minutes of meetings for all key meetings at site.

· Keeping track the entire project related drawings like Structural Drawings, Architectural Drawings, MEP Drawings (Mechanical, Electrical & Plumbing). 

· Prepared targets Vs achieved for all construction activities and circulate to concern person on weekly basis for track productivity.

· Maintain delay document tracker & circulate to concern person on a weekly basis.

· Tracking all the Contractor’s related to civil, finishing, electrical, plumbing, firefighting, landscaping etc. (approx. 60) for timely submission of DPR’s, WPR’s, DLR’s & MPR’s, Test Reports & Labour compliance.

· Maintain Database about all the Files, Register, Letters, and Documents & Forms related to the project.

V. With EIH Limited (A Member of the Oberoi Group): 
(22nd Oct’2007 to 30th Apr’2012)

i. Worked with Oberoi Contact Center (OCC) at The Oberoi Maidens, New Delhi from 22nd Oct’2007 to 15th Mar’2009. It’s a centralized reservation center of Oberoi’s Hotels.   
.
ii.   Worked with EIH Printing Press at Corporate Office, New Delhi from 16th Mar’2009 to 30th   

      Apr’2012. It’s a division of Oberoi Group, is one of the leading printers in the country.  
· Worked as EDP Assistant & Coordinator with EIH Limited (Oberoi Group of Hotels).

· Working over Hotel Guest Profile & updating it from time to time with the help of Opera Software.

· Closely working with OCC (Oberoi Contact Center) team for Guest Data Management.

· In EIH Printing Press, Bharti Airtel was our client & our team was responsible for printing & processing of paper/softbills of entire postpaid users on a Pan India basis.

· Responsible for an arrangement of client visits & quarterly audits.

· Prepared Block wise drawing status/tracker and follow-up with the design team for required drawings.

· Look after all project-related documents & letters with proper feedback.

· Responsible for the entire project related land Agreement, Project Drawing, Mines Agreement, Haring Vehicle Agreement, Contractor & Subcontractor Agreement etc.

· Look after all the bill movements related to contractors, suppliers, transporters & service providers.
ACHIEVEMENTS

· ANTARA Value Award 2017 by CEO of ANTARA Senior Living in Apr 2017.

EXTRA CURRICULUM ACTIVITIES
· Keen to know more about the work and the organization.

· Keen to have more information about the new technologies introduced.
· Have motto to complete the tasks on time, every time.
· To change as per the working environment or organizational needs.
PERSONAL DETAILS

	Father’s Name

:
Mr. Triyugi Narayan Pandey

Date of Birth 

:
22nd Oct 1984

Nationality

:
Indian 

Marital Status

:
Married

Languages Known
:
English & Hindi

Current CTC

:
9.52 LPA
Expected CTC

:
Negotiable
Notice Period

:
15 Days

	











Place: New Delhi
Date:








(Mukesh Pandey) 
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        May’12 to Aug’14     


              2.2 Years


   


 Simplex   


          Infrastructures 


                    Ltd.








        Sep’19 to Till Now     


              05 Months


                   


      BIL  


           Infratech Ltd.  


    BRAJ BINANI GROUP                                                                               





         Oct’07 to Apr’12     


              4.6 Years


             


             EIH Limited


       The Oberoi Group








        Apr’18 to Sep’19     


               1.5 Years


   


  Simplex   


          Infrastructures 


                    Ltd.








        Aug’14 to Mar’18     


              3.6 Years


            


Antara Senior   


                  Living


   MAX INDIA GROUP





EDP Assistant / Coordinator





Deputy Manager


(EA to MD &  EVP, Document Management & Taking Care of HR Function)





Asst. Manager


(EA to GM, Contracts & Document Management)





Document Controller


(EA to Project Director)








Document Controller


(EA to Project Head)
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