CURRICULUM VITAE

Pankaj Saxena
                           C-904, kalash kalyanee, KA, Pirangut Pune
Career Goal
Obtain a respective career as the Transportation Manager, Business Development Manager & Administrative    Officer with the obtained organizational and professional expertise.

Educational Background
EDUCATIONAL QUALIFICATIONS

	No.
	Exam
	Board/Univ.
	Year
	%age
	Div.

	1.
	MBA
	JNR Rajasthan Vidyapeeth  Univ.
	2017
	67.2
	B+


	2.
	MA in History
	Jiwaji Univ.Gwalior (MP)
	1992
	45.5
	3rd


	3.
	B.Com
	Jiwaji Univ.Gwalior (MP)
	1990
	50.7
	2nd


	4.
	11th
	MP Board, Bhopal (MP)
	1985
	49.0
	2nd



Professional Excellence Summary
· Have over 21 years of experience and the capacity to adopt new concepts with due responsibilities
· Familiar with necessary recruiting and training procedures for the newly appointed personnel
· Thorough knowledge of federal rules and regulations related to school transit systems.

· In-depth knowledge of reporting requirements for company transit systems
· Exceptional knowledge of parking and transit standards and regulations

· Remarkable knowledge of effective supervisory practices and techniques

· Profound ability to plan, organizes, coordinate, prioritize, assign, and evaluate the work of subordinate employees.

· Immense ability to prepare accurate plans, cost estimates, and reports
· Great ability to maintain a variety of technical records and adapt records systems for computerization

· Uncommon ability to make accurate computations and cost projections
· Exceptional ability to establish and maintain effective working relationships with other employees, Parents and the public
· Excellent work history and attendance record
· Direct activities related to dispatching, routing, and tracking transportation vehicles

· In-depth knowledge of heavy vehicle maintenance supervision and spare parts
· Expertise in handling Tata, Ashok Leyland, SML and Eicher heavy vehicles

· Direct investigations to verify and resolve customer or shipper complaints  

· Serve as a contact person for all workers within assigned territories.

· Implement schedule and policy changes.

· Insurance claims and negotiations of claims related to vehicles
· Preparation of Route Roster

· Collaborate  with  other  managers  and  staff  members  in  order  to  formulate  and implement policies, procedures, goals, and objectives.

· Documentation of all records

· Co-ordination with other department

· Labor management

· Co-ordination with other departments in finance planning

· Good knowledge of computers including hardware and software installation 

· Good knowledge of MS word, MS Excel 

· Single point of contact for all stakeholders  and staff

Computer Skills
· Practiced Office Package: Microsoft Word, Microsoft Excel,  Microsoft Outlook Express
· Practiced Operating Systems: Windows7, Windows2000, Windows XP, Windows Vista
Professional Background
· Jan 1992 to Mar 2009 – Own Transport Business and Trading Business (Heavy Vehicle Parts) and Fleet Owner. Indore MP
· May 2009 to July 2013– Working as an Transport manager in Maha Lakshmi Parivahan, Bangalore

· July 2013 to Oct 2014 now – working as an Transport manger in G.D. Goenka school at greater Noida
· Oct 2014 To till now – Business Development manager and transport manager in Al Khanjar Engineering services company LLC Ruwi , Muscat, Oman
· Plan, organize, coordinate, prioritize, assign, and evaluate the work of student across NCR of about 2550 students and supervised personal staffs of 80 peoples
· Prepare and maintain records and documents related to the operation and administration of the Transit System and prepare reports related to the work.

· Answer inquiries and complaints from the stakeholders & Employees regarding Stoppage in the Facilities, transit operations and other related issues.

· Perform related duties as assigned by the administrator
· Responsible for Direct fleet of School Buses in NCR
· Provide necessary control for 24 hours emergency situation in regular basis.
· Perform documentation of all buses related to G.D.Goenka School.
· Managed annual transportation budget and supervised personal staffs of 80 peoples.
· Plan, organize, coordinate, prioritize, assign, and evaluate the work of subordinate employees.
· Coordinate and oversee the daily operations of the Transit System. Prepare and administer Transit System budgets.

· Conduct research, evaluate and make recommendations regarding proposed and existing facilities and services; conduct system-planning studies.

· Prepare complete accident and incident reports accurately and legibly as necessary at the end of scheduled shifts.
· Provide necessary control for 24 hours emergency in regular basis
· Plan, organize, and implement projects and programs to further the missions of the G.D.Goenka Public School Transport System
· Responsible for Direct fleet of School Buses & Cabs in Delhi & NCR Areas/Region   

· Providing customer service information in a courteous, professional manner which included operating the automated stop announcements system and stating stop over the students address system, and properly answering questions and solving transit-related concerns of students
· Ensured quality control of repairs and maintenance and safety condition of the vehicles
Personal Detail
· Date of birth -26th December 1967

· Nationality - Indian

· Marital status - Married

· Sex -Male

· Father -Late Shri G N Saxena

· Passport no. - H1193109
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Pankaj Saxena::::Email-pankaj.saxena2612@gmail.com:: +917218720172,+968-92430868

