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Challenging Assignment | Administration | General Management & Assistant
PROFESSIONAL SUMMARY
· A dynamic & result oriented professional with over +10years of experience in the field of teaching, counselling, administration, assistant, office management and team management.

· An MCA & MBA with rich exposure in managing operations, people management and project operations.
· Good knowledge of processes & ability to meet organisational needs for efficiency & productivity enhancement.

· Adept at implementing HR policies, training on leadership, psychological and motivational aspects for career progression & to assume higher responsibility.

· Experience in using best practices, development initiatives and communication.

· Efficiently carry out plans for procedures, processes and initiatives as per organisations need.

· Adept in overseeing operational functions to meet challenging needs & uphold high standards.
COMPETENCIES & SKILLS
General Administration ■ Process Management ■ Office Operation ■ Team Management ■Project Management ■ Crisis Management ■ Conflict Resolution ■ Intelligence Management ■ Resource Management ■ Security Management ■ Event Management

CAREER PATH
Different Organizations









2009 –  Till Date
       1.IGNOU Academic Counselor as part time    From 2013 to till date SSC NET Educations




          


(IGNOU Study Centre-0741)
2.assistant  :                              From 2010 to 2013   Monnet Ispat & Energy Ltd (Delhi)
3.assistant , under-Regional Director ,  (Project, Assignment& Enquiry)  contractual 
                                       from 2009 to 2010   IGNOU RC DELHI-3
KEY PERFORMANCE AREAS
ASP.NET IT Trainer
· As Trainer (ASP.NET with C#) & SQL Server, English, English Grammar, Communication from  2010 to  2017 (Parallel to Projects)

· For weekdays at New Era Lab IT, Palam

· Linq, Validatiors, Ajax, Assembly, XML, Stored Procedures, Master  page, frame, custom controls, User Controls, HTML, Sql Server etc. 

IGNOU & Other Counselling Sessions
· As Academic Counselor at SSC NET Education Pvt.Ltd.(Vikaspuri) IGNOU SC-0741 for Weekends.

· C, Statistic, Data Structure & C++, Java, DBMS, Project from July2013.

· Worked as PD Trainer in JetKing at Vikaspuri, New Delhi for six months using digital system.

· As Trainer for BCA & MCA classes presently in weekdays at Achiever Solution, Palam

As Assistant -Key performance Areas – In IGNOU
        worked in ignou RCDelhi-3

          FOR ONE YEAR (FROM 2009 TO 2010.)

        F-634-636, Palam Ext. near ramphal chowk, sec-7, dwarka, 

        new delhi-45 (contractual/daily wager job)

        Assistant & stenographer OF  REGIONAL DIRECTOR (Dr. Rajender Gujral)

As Assistant- Monnet Ispat & Energy Ltd.-performance Areas-
General Administration
· Administering and monitoring day to day correspondences. 

· Ensuring that policies and procedures issued by higher authority are implemented. 

· Disseminating orders, regulations and routine information to staff.

· Maintaining files, folders and registers and upkeep and updating records pertaining to operations. 

· Collection Leave, OD and print of automation attendance sheet.
· Taxi and Hotel arrangement for guest and employees.
· Prepare a monthly expenditure sheet of administration department.
· Arrangement for Air Ticket and train ticket.

· Telephone bill and Electricity bill.

· Arrangement for Diwali Greeting card and postal services.
General Assisted
· Worked for President, vice-President, AVP, Advisor, Sr. GM for department.

· Regularly perform & assist in sampling methodology, providing sample needs and sample & get collected coal sample from field and send to CIMFR, Nagpur for sample coal analysis.

· Getting Coal project from Business Promotion and MD’s office for help in preparing feasibility study of project in view of technical, market, financial points.
· Managing utilisation of available resources and manpower for scheduled jobs and unexpected/un-scheduled jobs.

· Ensuring operational processes are compliant with safety policies and procedures.

· Preparing annual budgetary requirements and supervising the maintenance accounts.

· Meticulously keeping maintenance records and utilizing them as reference. 
· Preparation of IOM, EOM, Minutes of Meeting.

· Work of Bank, Post office, Airport, Medicine, Train.
· Maintain Metal wise, Continent wise, Country wise with specific code General File List & Confidential list using Filter in M.S. Excel.
· Prepare presentation in M.S. Power Point with particular timer combination between two slides.
· Placed to President  & Vice President for correction.
· Attending calls from fields for procurement accessories.
· Getting quotation from vendors. 

· Making Note Sheet for required accessories in fields for machinery.
· Forwarding to higher authority for approval with sanction of President.
· Coordinating to account department for payment to the party.
· Getting project from other departments.
· Assisting in preparing for feasibility report on the project.

· Use M.S. Project for cost, time and manpower whenever required.

· Getting tender details from advertisement or business department.
· Preparing tender documents till submission.
· Field visit when required.

· Preparing monthly progress report.
· Send to the President and help for sending to higher authority.
· Responses of Emails with outlook express (connecting with windows outlook).
· Requisition Sending for air ticket, Checking, E-Ticking for Air & Train, E-Checking for particular seat.
· Coordinating for passport.
IT Assisted

· Outlook Configuration with internet. 
· Communicated for Printer Cartridge. 

· Request preparation for new recruited staff for computer and Email.

· Solve problem of hub for departmental.

Training & Development
· Preparation of the periodic training plan. 

· Ensuring continuity training of subordinates is conducted by lectures and presentations personally. 

· Ensuring that focus is given on training of new incumbent, so that they are groomed well to become an asset to the organization.  

Manpower Management

· Finalising manpower plans based on business requirements and for effective utilization.
· Briefing/debriefing personnel before & after operations to identify, isolate, address and resolve any issue that hinders individual/team productivity and morale. 

· Making personnel understand what is expected out of them. 

· Understanding, analyzing and manage employees’ grievances with empathy and conduct meetings on the regular basis to have excellent communication with them. 

· Ensuring that discipline, morale, motivation and team spirit is maintained at the highest level.

Office Management
· Handling confidential mails/files, doing correspondence with higher formations, vendors & other services. 

· Maintaining proper documentations of department, material, accessories, etc.

· Managing the billing related and other paper works.
· Keeping record of the newly recruited personnel and providing inputs on their performance report.

Accounting

· Experience of general budget preparation.
· Preparing Tour Bills as national & international with currency conversions.

· Preparing Departmental monthly reimbursement, verify and claim for balance.
· Handling of cash and maintenance of accounts for department.
· Preparing and verifying of bills and claims for department.

Team Management

· Handling a team of 4 assistants, managing manpower and providing guidance to team members.

· Assisting in directing and leading the team towards attaining the targets.

· Help in assigning individual targets and tracking progress by analysing daily reports.

· Imparting on job training to the workforce for accomplishing greater operational effectiveness and efficiency. 

Event Management

· Handling various events and other hospitality functions as per organizational requirement.

· Directing and leading the team towards attaining the targets.

OTHER CONTRIBUTIONS

· Worked of tender for coal blocks allocation.

· Preparation, Collection data, type, edit, print and make bind all booklets for submission.

· Re-checking all the same.  

EDUCATION - RELEVANT COURSES
· 2013 
MBA – Project Management from SMU with first Division.
· 2010
MCA from IGNOU with First Division.
· 2008
BCA from IGNOU with First Division.
· 2005
CIC (Certificate in Computing) from IGNOU with First Division.
Program ATTENDED
· Counsellor orientation program in IGNOU in 2013.
PERSONAL DETAILS
· Languages Known: English, Hindi & Steno.
DHARMENDAR SINGH YADAV


Address: RZ 158/1A , Gali No.-2, Kailashpuri (Palam)  New Delhi - 45


Telephone: +91 9911125637; +91  | Email: dsy99111@gmail.com











