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SHANKAR  VINOD  KUMAR 
	Passport No. & date and Place of Issue
	G 3805736

02nd August 2007 at Pune. Expired on 01st August 2017


	Date of Birth
	24th January 1963

	Work Experience
	Presently work with an International Group LLC, UAE based Power transmission Organisation having office at USA, Afghanistan, (Gurgaon) India.

Office Manager (Corporate Relations Heading India Operation, Gurgaon) 

Having whole responsibility of Corporate Office Management and Corporate Relations.  Development, Job Description, Accounts Finalisation, Compensation Benefits. Complete responsibility in handling Office/ Site/ Warehouse/ Guesthouse/Staff & Workers, Grievances, staff & operatives, Office Administration, Guest house/Logistic Management and site administration in procurement, monitoring work progress. Performance management. Time management. Health & Environment Management.    UAE is the Registered and Head office

August 2006 – May 2008 and March 2009 to August 2013 World Brands and Trends Pvt. Ltd, Mumbai (HO) 
Office Manager 
As Senior Office Manager in Mumbai, handling whole HR Department in preparing Job description and organization development, pay roll/Budgeting/cash flow and evaluating year performance, compensation practices for a Singapore based FMCG MNC company having five branches in India. Handling Recruitment in various levels from (VP Levels in Management/engineering/Research and development team for all over India and overseas Office).Screening and shortlisting the candidate, preparing for interview schedule. From screening till the appointment of staff for various levels. Handling staff leveling, recruitments, Preparing job description as per the employee’s level and work responsibilities. Heading warehouse with a multi FMCG Products, controlling Junior staff. Handling inventory/stock checking/controlling dispatch. Complete store handling with a volume of 1000 products. Handling the HR and Administration for all India level from Mumbai, India’s Head quarter. Preparing salary structure and compensation practices. Coordinating with public authorities.
June 2008 till February 2009 with Al Naboodah Laing O’Rourke LLC. Dubai 
Senior Site Administrative Officer/Office Manager
As Senior Site Administrative Officer/Office Manager, handling whole Site Administration as well as Site Procurement for our construction site in Al Barsha First, Behind Mall of Emirates. Handling more than 4000 operatives as well as sub contractors operatives and 151 staff. Job involves preparing staff and operative payroll, Absenteeism analysis, Staff leave and operatives upgrading grade. Allocation of shift. Petty Cash and material purchase through COINS system. Handling stores activities (Inventory and dispatch). Complete stores control using I-Gate software and other various software’s through Aurora card punching Signet software and Payroll software. Handling Plant Operation which includes hiring heavy equipment installing in the site.  Handling transport for staff and operative and interaction with camp for food and transport to operative and staff. Familiar in Construction site administration. In charge in handling operative and staff camp and maintaining health and safety environment and controlling proper discipline in camp.  Admin. In charge for our site Administration and procurement and liaison with Vendors (Agreement/renewable price negotiation/payments).  Handling engineering drawings/projects documents liaison with government Authority (Dubai Municipal Corporation) submitting/collecting documents for approvals. Back to India due to economic recession.

	
	2001- 2006 ita-Integrated Services Pvt. Ltd
  
Pune Branch Manager
Handling whole Pune/Mumbai Branch activities for a German based FMCG company in (Handling various software projects, Sales, Marketing, Accounts, and Administration) for an MNC Company with five branches in India. This company was shut down in 2006 with management crises.

	
	1997–2001         Self-employed consultant  New Delhi & Pune

Consultant  - External
HR Studies

Supervised and Implemented various HR polices and procedure to a Small Scale unit in Kurkumb Near Pune for an SSI company, electronics wire manufacturer. 

SWEDISH INDIAN DEVELOPMENT AGENCY – INTEGRATED CHILD DEVELOPMENT SCHEME (SIDA-ICDS)

Pre study on financial and economic aspects of SIDA - ICDS in Tamil Nadu for scaling and analyzing budgets of ICDS and other health programmed to determine whether SIDA funding and analysis of organization development initiatives to review and MIS and human resources development practices



	
	Junior Consultant – Project basis (External) with Management Services Group – MSG Environment services group. From 1993–1997, New Delhi
Project Administrator in preparing organization development/Job Description/Performance Appraisal/Training Need Assessment and analysis/structure  and compensation practices to Invel Industries Ltd and Modi groups in New Delhi

Junior Consultant – Project basis (External) with A.F. Ferguson & Co. (Management Division) New Delhi From 1989 – 1993, New Delhi


Formulation of Project documents in Management Committee Manual/Job Description/Organizational Development for ITC group of companies in New Delhi

Formulation of Project documents in management committee and compensation practices studies to various Hospitals in UP. This project aided by World Bank.

Formulation of Project documents in Compensation Practices & HR Policies to Lurgi Engineering group, Modi Industries, Dabur India Ltd in New Delhi. 

Formulation and Project documents in HRD to Hindalco Industries Ltd., Renukoot.



	
	EDP In-charge From 1987 – 1989 Dabur India Ltd – Travel Division, New Delhi
Handling the whole Accounts and date processing unit of Dabur India Ltd – Travel Division in New Delhi.


	
	Management Trainee – American Express Bank (Travel Division) From 1985 – 1987, New Delhi
Undertaken various training in Finance & Planning, System administration and HRD for an International Bank with their travel Division New Delhi.

	Education Qualification
	M.A. (Economics) from Madras University in 1980-85 with Micro/Macro Economics, Statistics, Financial Analyst as major subject. 

Diploma in Airlines: Done the Airlines ticketing/fare calculation and traffic

assistant course from Institute of Airlines and Travel Agencies from

Chennai in 1984.

	Technical Qualification
	Microsoft (Word, Excel, PowerPoint) and Application software’s ORACLE, SAP, TALLY accounting software, ERP (Financial Accounting Software) Power Builder “C”, C+, Java, and Internet. International Software’s COINS for Procurement, I-Gate for Appraisal, Sign net software for Pay roll and attendance


	Training
	Managerial Skills from Dubai Institute of Business Management (DIBM)

Leadership Skills from Mercury International Dubai. 

	Interests
	Reading, music, traveling, computers.



	Last salary
	INR 40000 P.M. + Food + Accommodation + Medical  +  Transport + Corporate benefits
  

	Expected Salary
	Negotiable (INR 40 – 50 K)

	Joining Time
	Immediately after getting a confirmed offer letter from the employer
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