PRASHANTH NAIR

( Contacts: +91-9061112141 ; +91-88589016629
 ( E-mail: prashmet@yahoo.co.in & prashmet@rediffmail.com

In quest of career enhancing opportunity in heading Business Operations with the Focus on Administration, Facility Management , Real Estate  , Vendor Management, Logistics, Team Management .

PROFESSIONAL SNAPSHOT

· A dynamic professional with over 11years of experience in Facility Management & Administration .
· Hands-on experience in Facilities/Administration ,AMC’s coordination ,Pantry Services ,  Site Technical Service Management  , Contracts Management , setting up and Maintaining local team Of suppliers/vendors  , Assets Management , Logistics , Team Management , Time Management  .
· Facility Manager with a proven record of success in managing sophisticated facilities, properties and assets and keeping up with high standards of maintenance and Customer Service 

· Adroit in devising & implementing management plans as Per Business Requirement and Model. 

· Exceptionally well organized with a track record that demonstrates self-motivation, creativity and initiative to achieve both corporate and personal and business goals. 

AREAS OF EXPERTIS

Property/Facility Administration:
· Oversee Administration & Facilities related Process as per requirement, Logistics/Travel Management, BMS, Vendor Management, Cafeteria, Local Logistics, Travel, Housekeeping and Maintenance. Manage and co-ordination for incident and crisis situations across Branches in region. 

· Logistics Time Management for Internal and External Stake Holders – On call and Fixed Cabs .

· Real Estate Management / Leasing , Vendor Performance & Event Management 
· Operational Governance and Compliance. 

· Asset Management – Movable & Immovable.

· Ensure Over all Operation of HK in accordance with Industry Standards and guidelines .
· Planning, Budgeting & Forecasting for Admin Expenses– TP Manpower Provisioning, Logistics , Accommodation bookings , Local Procurement for Day to Day Activities , Inter & Intra Travel etc . 

· Budget Forecasting and Control   . 

· Vendor Support Management – Managing Vendor Contracts, New Vendor Formulation, Capexing, Co-ordination for release of Payments. 

· Procurement.

· Transport / Fleet Management..

Facility Management :

· Good efficiency and knowledge in employing best business practises to ensure that the services and processes supporting the organization go on smoothly. 

· Capable of handling all facilities efficiently – Well-versed with Project Management Activities, time & Team management .

· HSE – Co-ordination and follow ups for formulated Policies regarding Health, Safety, Security and Environment for Both Internal and External Employees and Stake holders.

· Conduct Assessment and take corrective actions for critical facilities, vendors and suppliers, Procurement and Logistics.

· Implementation of FM and Physical Security Model for Offices / Facilities in Circle as per Business Requirement. 

· Management of Facility Partner, Reporting SLA’s and deviation if any on periodic basis. Also review for formulated and Set KPI’s.. 

 Infrastructure & Real Estate :

· Finding & Acquiring New Commercial Space for Lease as per the freezed carpet area as decided between Branch/Region and Business.

· UPS and Inverter Lead time Upkeep & Maintenance & Provisioning  of a/c units for Branches in Zone .

· Lease Agreement Finalisation and Lease Registration Coordination . 

· Contracts Management of TPV’s .  

· Follow ups and co-ordination for Legal Due diligence documents .

· Asset Management 

· Managing and co-ordination for AMC’s for Technical Equipments as Per Mutual Contract.  

ORGANISATIONAL SCAN

March’ 14 – 10th Aug 2016 - Muthoot Technopolis(IT Park) – Property/Facility Manager ( Technical & Soft Services) 

Key Deliverables:

· Property of 3.55 Lacs Sq.Ft. 8 Floors with 40000 Sq.Ft/floor ( Carpet ) With Chillers 2 nos of 600 TR Each .
· Charge of Maintenance Team for efficient and trouble free Operations & Maintenance of Property.
· Managing and Maintaining 24x7 uninterrupted Hassle Free Services. 
· Managing Soft and Technical Services 

· Lead in breakdown and to make sure  administrative functions are fulfilled .

· Make best Endeavour to resolve requests/complaints while maintaining most courteous composure and adhering to standard engineering, Safety, Security and Soft Services Practices at all time. 

· Initiate Monitor PPM and routines as per Schedules and verify teh checklists are updated by maintenance team and AMC vendors.

· Ensuring Best of HK standards by managing strategised approach on traning and maintaining laid doen process and procedures 
· Purchase and Stcok Inventory management .
· Budgeting Vendor Management, Time Management and Man Management. 

· To Ensure total Adherence to Property and Compliances. 

· To Ensure Tool Management & Inventory Management is efficiently handled as per SOP. 

· Documentation - [MMR , Expense Statement etc ] and Records Keeping .

Sep’ 12- Feb’14 with Aditya Birla Sun life - Asst.Manager– Facilities / Admin Infrastructure & RE- South Region

Key Deliverables:

· Responsible for  ( cumulatively area of 1 lack Sq.ft  Pan Kerala – Infra and Property Management )
· Safety Audits and HSE for branches in South Region .

· Responsible for Fleet Management of staff and Ensuring All critical methods to be followed by vendor prioritization to employee safety and best of standards on commutation by maintaining regular transport vendor cabs check , scheduled driver’s training  , relevant documents , licenses etc 
·   Asset Management ( IT & Non – IT )

· To mainatain HK vendors Pan Kerala and Ensuring No Tolerance to Non - Compliance or comprosing Laid down HK standards .
· Priortizing team management with main focus on keeping Team motivated and to maintain high Customer relations  
· Vendor Formulation and Management. 

· All Circle Events Coordination for Processes

· Overseeing the entire Circle for Admin, Facility management, Real Estate, Logistics, Purchase Activities.

· Asset Management. 

· To Direct all activities relating to contracted facilities services, including but not limited to technical reviews, materials, equipment and product requisitions.

· Responsible for proper Asset Inventory management and maintenance of all office equipments.

· Branch Infra and Electrical Audit and Manage the Upkeep of all Facilities in Region. 

· Due – Diligence adherence,   and developing Vendor Management, Procurement budgeting. 

May ’11-Oct’12 with UNINOR (Unitech Wireless Co.Ltd) – Deputy Manager – Admin & Facility Management

Key Deliverables:

· Profile Included Day-To-Day smooth working of Facility in terms of Mechanical & Engineering Equipments . Handling various FE present in site like Air-Conditioning systems , Plumbing , Water Supply & Electrical Systems . Cordination with Key accounts managers for billing AMC’s Invoices .

· Overseeing the entire Circle for Admin, Facility management,Pantry services , Real Estate, Logistics, Purchase Activities.

· Manage the administration functions of the company like travel, transport, Security, Guesthouses, Housekeeping, Office management etc. 

· Achieve financial objectives by anticipating requirements; submitting information for budget preparation; scheduling expenditures; monitoring costs; analyzing variances.

· Responsible for the Capital & Expense budget.

· Responsible for the statutory compliances across all locations.

· Team Management, Time Management. 

· Identify and develop strong vendor relationships that are reliable and cost effective.

· Calendar & Manage and support in the In-house shows, Exhibitions and Client / Management Team visits.  

· Evaluating and developing Vendor Management , Procurement budgeting , Impress Amount etc  

· Develop, Implement and manage Emergency Response Systems .

· Manage and regularise local and intra state Travel – Road , Rail or Air through TPV’s . 

· Logistics/Fleet Management 

Notable Attainments:

· Essayed a stellar role in:

· Supporting the Circle Business Management to achieve Set Goals by Planning and Reducing on Expenditures. 

· Developed 2 new offices , and managed to attain rental decrement on existing office .

    Mar’10 – May’11 with Surya TV – Assistant Manager–Administration/Facilities and Corporate Real Estate.

Key Deliverables:

· Project Management, Acquisition Management , Vendor Creation , Logistics , Procurement , Member – Internal Audit Team , HK & In house Pantry Services  . 

· Branch Infra Compliance Management 

· AMC Tracking , Budgeting & Forecasting for All Admin & Facilities Expenditures .

· Finding and Finalizing for comparatively smaller Studio Spaces in Multiple Dist in Kerala. During Tenure with Sun TV , had organised for 15 Facilities which are Operational  .

· Handling Admin and Procurement activity for Channel including Logistics support and Travel.

· Committee Member planed by management which co-ordinates for any Celebrity Award Function. 

· Involved for all co-ordination of setting up new offices, Studios, Local Liasioning etc    . 

Notable Attainments:

· Played a vital role in bringing down the monthly expenditure cost on Rental Consolidation, Logistics, HK support .

PRECEDING ASSIGNMENTS

· Sep’07- Mar’10 with Huawei/ VKC Communications Pvt Ltd – Team Lead – Administration( Third Party Roll )

· Nov’06 – Aug’07’ with Sutherland Global Services - Sr.Exe- Facilities.

· Oct’05 – Oct’06 with Metrolla Steels & Infrastructure  Ltd , Cochin as Executive Lead – Sales /Marketing Admin & Ops   

PROJECTS EXECUTED

· HSSE –Health Safety Security and Environment Project Audits for all Branches in Zone - UNINOR.  

ACADEMIC CREDENTIALS

· Graduation – B.Com

· Diploma in Mechanical Engineering. 

· Post Diploma in Thermal Engineering from National Power Institute a Subsidiary of NTPC 

EXTRAMURAL ENGAGEMENTS

· Acknowledged as:

· The “Best Employee” For Several Environmental Projects for Uninor in Kerala Circle, having Saving Impact on Energy and Rental.

· Operation Efficiency in most demanding environment award in Uninor. 

· Awarded for Admin Real estate Project in Surya TV .

· Internal Training Modules Completed on Environment Compliance Tracking & Management .   
PERSONAL DOSSIER

Date of Birth

:
27th December, 1980

Residential Address
:
Karavallil House, Netaji Nagar, Kadvanthra P.O., Cochin, Kerala. Pin - 682020

Languages Fluency
:          English, Hindi, Marathi and Malayalam

                                                                                                                                        Prashanth Nair 

