CURRICULUM VITAE
SACHIN SINGHAL
Address - House No.43, Gali No., Block � C

Mandir Wali Gali

Khajuri Khas Colony

Delhi � 110094
Phone No- (M) 08076705884
Email:  sachin21881@gmail.com,
CAREER OBJECTIVE:-
To serve an organization with the best of my capabilities by utilizing my skills to the fullest thereby leading to the growth the organization as well as the individual on the whole.

EDUCATIONAL QUALIFICATION:-

· B.A. (Hons) Political science From Zakir Hussain College (Delhi  University)
· 12th CBSE Delhi Board 
· 10th CBSE Delhi Board 
PROFESSIONAL QUALIFICATION:- 

· Successfully completed Computer Basic Course from Bhartiya Vidhya Bhawan 
Connaught Place Delhi.

2 Year ITI Course in Trade Electronic Mechanic (NCVTI)

Basic Electrical Course (Three Months in ITI Vivek Vihar Shahdara Delhi � 110032)

JOB EXPERIENCE:- 
Name of Company: M/S Neelgiri Electricals & MFPL
Designation: HR/Administrative Assistant
Work tenure: 16th August 2021 to till Date
Key Job responsibilities
General HR/Administration:
· Handling all HR/Administrative activities like maintenance of office equipment, transport, housekeeping & Facilitate in record keeping of office stationery including various formats.
· Preparing of Salary Sheet, Attendance, leave recodes   
· Preparing of PR (Purchase Requisition) for all departments.

· Renewal of AMC�s and contract with Vendors.

· Handling various Compliances by Vendors.

· Negotiation with all service vendors which provide indirect services to company and Contract with them according to Company Policy & other company policies.

· Complete maintenance of Office cabs and keep track on their daily schedule for making the optimum utilization w.r.t. Cost.

· Overall Management of Housekeeping, Security and Driver staff regarding their salary and other Issues.

· Maintenance of Company of Guest House.

· Maintenance and Renovation of office, Electricity and Plumbing works etc.

· Regular check on Security system, PA System, EPABX and Coordinate with Building In-charge to keep update on Security system

· Overseeing staff welfare pantry, canteen for staff.

· Leave and attendance Administration (Card Readers, Leave Cards and other reporting).

· Procurement of New Mobile Connection and Telephone Connections, Data Cards for Corporate office.

· Arranging exhibitions for vendor specific schemes beneficial to employees and organization.

· Negotiating with the hotels for bookings and hiring the cars for the executives, customers and guests.

· Performing overall maintenance of company guest houses and dealing with hotels.

· Coordinating with the travel vendor for the tickets of employee and other travel related queries.

       Vendor Management 
· Identifying and developing (with Sourcing Team) vendors source for achieving cost effective purchases.

· Keep a Track of Vendor on Performance, Quality and Services.

· Develop alternate Vendors for Critical Services.

        Facilities Management for other assets
· Ensuring maintenance of large sized facilities including infrastructure, buildings, power systems, Company Guest Houses etc.

· Negotiating & finalizing service agreements with reliable contractors for execution of servicing works as per budgeted parameters.

· Support in arranging the events / meeting / conference for the departments.

· Ensuring the timely payment to the service provider and resolving the disputes w.r.t. payments.
Name of Company: M/S Invest World Solutions Pvt. Ltd 

 Designation: HR/Administration & Facility Manager
Work tenure: 5th July 2011 to 31st July 2021
Key Job responsibilities

· Administrative & Liaison Work. 
· Managing Housekeeping staff & the Cafeteria. 
· Managing Vendor Management. 
· Managing Tour & Travel Ticket Booking. 
· Managing new infrastructure. 
· Managing Printing & Purchase of Stationary Items 
· Managing Monitor timely dispatch of letters, packets and parcels 
· Monitoring of Telephone, Electricity, Mobile bills.  
· Checking & passing of voucher payments. 
· Seating arrangements of employees of site. 
· Ensure keep proper discipline. 
· Deployment of security personnel to their optimum utilization.  
· Monitoring contracts if any. 
· In addition to above, any other task assigned to me by my seniors from time to time. 
Name of Company: M/S Nectar Life Sciences Limited
Designation: Administration & Liaison Officer
Work tenure: 1st October 2008 to 4th July 2011
Key Job responsibilities

· Administrative & Liaison Work. 
· Managing Registering and Licensing Authority & State Transport Authority work 
· Managing Housekeeping staff & the Cafeteria. 
· Managing Vendor Management. 
· Managing Tour & Travel Ticket Booking. 
· Managing new infrastructure. 
· Managing Printing & Purchase of Stationary Items 
· Managing Monitor timely dispatch of letters, packets and parcels 
· Monitoring of Telephone, Electricity, mobile bills Canteen expenditure bills for timely submission to HO 
· Checking & passing of voucher payments of H.O. 
· Checking of staff Punctuality & registers maintained by the time keepers. Keep the proper record of leave, leave application & resignation. 
· Deployment of security personnel to their optimum utilization. 
· I oversee safety, in the absence of safety officer, to act as safety officer. 
· Monitoring contracts if any. 
· In addition to above, any other task assigned to me by my seniors from time to time. 
Name of Company: M/S CMC LIMITED. (A TATA ENTERPRISE) (DELHI)
Designation: Din Processing Officer (In charge) (Administration) (Team Strength: 50)
Work tenure: May 2006 to 30 Sep 2008
Project: Working on the Project of Ministry Of Company Affairs & issuing Director Identification Number.
Key Job responsibilities:
· Supervision of Data related to Ministry of Company Affairs (Government of India) DIN CELL. 
· Issuing and authorization of Director Identification Number (DIN) Certificate. 
· Sending reports to Registrar Of Companies. 
· Data processing through ERP system made by Tata Consultancy Services (TCS). 
· Distribution of work between the other staff members as per requirement and need of Project. 
· Public dealing / Call handling. 
· Administrative Work. 
· Managing Cafeteria & Supervising Housekeeping staff 
· Managing Vendor Management 
· Managing new infrastructure 
Name of Company: M/S BSES (Reliance Energy) (DELHI)
Designation: Field Officer
                         (Meter Reading, Bill Distribution CRM Job and Meter Seal Checking)
Work tenure: Dec. 2004 to May 2006.
PERSONAL DETAILS:
Father�s Name: Mr. Dev Kumar Aggarwal
	Date of Birth
	21st August 1981

	Gender:
	Male

	Nationality:
	Indian


Languages Known: Hindi & English
FINAL WORDS
I will always try to be an asset to the firm & strive to achieve the goals of the organization.

Date������..
Place������.
(SACHIN)
