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FACILITIES /OPERATION MANAGEMENT 
Creative Strategist with proven acumen in delivering optimal results in high-growth environments.



Total experience- 9 Years(Facility & Administration with Low side and High Side(High tension control Panel  and Low tension control panel)
Technical Qualification:
Bachelor of Technology, the specialization Electronics and communication engineering with 6.10 CGPA(Grade out of 10) from ICFAI University Dehradun in the year 2005- 2009.

Academic Qualification:
           Passed with 84% in XIIth examination, 2004 (M.P Board).
           Passed with 78.4 % in Xth examination, 2002 (M.P Board).

KEY STRENGTH AREAS
I have worked and experience in the area of HVAC, UPS, , IBMS, Fire System, New office setup(fit-out), PPM planner, PR-PO & Procurement, Helpdesk, General Administration, Training & Development, Asset management, Annual maintenance contract’s, vendor management, procurement of equipment related to facility infrastructure etc.

Achievements
[bookmark: _GoBack]OHSAS Award & ISO/IEC 27001:2005 Award Certificate – For conducting successful audit in the company of Accenture Services Pvt. Ltd .
Fire & Safety Certificate – Fire & Safety audit in the company of Accenture Services Pvt. Ltd and Conduent Business Services India LLP.
Global Asset Protection Award – For Safety measures in the company of Accenture Services Pvt. Ltd.
Active Involvement in External and Internal Audit- HITRUST, Interaction PCI and ISO 27001:2013 - IT Security Internal Audit and OHSAS Audit done successfully in the current and previous organization.

Initiatives: -  We have taken initiative below in Conduent and Bereichern( Continuum).
1. TFA Outdoor unit switch off
2. Switch off the Monitor where users are not seated.
3. Switch off 2X36W CFL Light in areas where there are no users.
4. Use Porcelain cups instead of paper cup

PROFESSIONAL CREDENTIALS
1. Continuum Global Solutions (formerly known as Conduent Business Services India LLP-
- 16th Feb-2017 to till date (2 Years and 11 months completed and going on)
2. Worked with TATA Business Service Support Ltd. as a Admin /Facility Executive at Delhi.
Sep 18th, 2015 to 9th Feb, 2017(1 Years and 6 Months completed)
3. Worked with Jones Lang LaSalle Pvt. Ltd. as a Facility Executive and client was  Accenture services Pvt. Ltd..
Nov 10, 2011 to 21st July, 2015(3 years and 8 Months completed)

4. Worked with Roto Power Pvt. Ltd. as a Sr. Electrical Supervisor at the client was of Hewitt Associates India Pvt. Ltd. 
Nov 2009 – Nov 2011 ( 2 Years Completed)

Strength: - I am quick learner and also hard worker. I have the ability to work with team as well as individual with my full dedication and I am excited learn to learn more things.

DAILY RESPONSIBILITIES OF CONTINUUM:-
· Take rounds of all the floors and proactively interact with each Interaction shift Representatives for any issues in the floor.
· Take rounds of all the Pantries / Break-out areas / Meeting rooms and check for neatness & housekeeping.
· During the rounds note down all the shortfalls / issues / Observation in the Rounds Register and plan the activity for closure of the same.
· Visit to every UPS / Electrical rooms during the shift and note down for any abnormalities.
· Brief Housekeeping Supervisor, Electrical Supervisor, check Housekeeping work and verify Housekeeping/Electrical checklist & Reports.
· Coordinate & Ensure Preventive maintenance has been carried out as scheduled in the 52 Weeks Schedule and supervise the same.
· Preparation and submission of Daily, Weekly and Monthly reports.
· Take care of any other responsibility as assigned by the Management from time to time.
· Active Participation In The Leadership Team For Strategic Business Planning, Implementation, Client Interaction Etc
· Responsible for the operation and maintenance of DG, HVAC, HT and LT panels,
· Responsible for facilities agreement, Invoices submission after taking appropriate approvals on months on months basis..
Past Employment Experience:-

Worked with TATA Business Service Support Ltd. as a Admin /Facility Executive at Delhi.
Sep 18th, 2015 to 9th Feb, 2017.
 Responsible for the following activities:-
· Planning And Preparing Monthly Reports Pertaining To Finance Required For Maintaining Office Infrastructure And Facilities.
· Budgeting and Cost Control Measures, Monitoring Budget Vis a Vis Variance.
· Assisting the Department in Project Management, Cost Optimization and Implementing Business Expansion Plans.
· Contracts Management.
· Cost Control And Ensuring Timely Implementation Of The Project.
· Managing Repair, Maintenance & Replacement Of Office Equipment’s, Appliances, Furniture, Furnishings, Building, Etc.
· Purchasing, Implementation And Operations Of Security And Surveillance
· Vendor Management- Oversee Acquisition, Installation and Commissioning of Equipment’s That Are Required for the Facility – IT Systems, Air Conditioning Etc. 
· Processes, Documentation, Business Control Checks, Audits Etc.
· Monitor All Statutory Compliance Areas.
· Asset Management of All Site Operations Assets across Multiple Locations.
· Event Management, Organizing Meetings, Conferences, Making Travel Arrangements and Hotel Reservations for Guests & Foreign Delegates. 
· 




· Liaoning and Coordinating With Various Departments within the Corporate Office And All Branch Offices. 
· [bookmark: _Hlk29055124]Active Participation In The Leadership Team For Strategic Business Planning, Implementation, Client Interaction Etc.
· Upkeep Of Office Administrative Facilities And Ensure Availability Of Daily Miscellaneous Requirements To Provide Harmonious Work Culture To Employees. 
· Acting As Info-Hub For Providing Administration Related Information And Supervising Administrative Activities Like General Admin, Verification Of Stationery Stock, Petty Cash, Courier, Florist, Pest Control, Housekeeping, Etc. 
· Specialization in Handling Back Office Operations, Inter-Office Correspondence, Confidential Mails, Quotations, Monthly Billing, Cheese, Etc. 
· Responsible for the operation and maintenance of DG, HVAC, HT and LT panels,
2. Worked with JLL as a Facility Executive at Accenture (Accenture Work Place Delhi Delivery Centre 1,1st Floor, Tower B& C Bldg. no 8 Cyber city, DLF Phase II, Gurgaon 122002) Gurgaon.
Nov 10, 2011 to 21st July, 2015
JLL is the company of facility management, it is great to be the part of same, I am appointed as an Executive Engineer in Accenture account, Operating Gurgaon location. Total area of all sites is 172131Sq ft. Accenture is the Consulting as well as IDC and operating 24*7, the Executive Engineer is responsible for the following activities:-
· Routine inspections & maintenance of all electrical distribution boards and panels.
· Maintenance of Air Handling Units, Precision AC units for servers, operation &            maintenance of UPS, Routine interiors repairs & painting jobs, Carpentry & plumbing services
· Responsible for spare parts planning, Demanding, Stocking & Optimum Utilization.
· Preparation of monthly reports like- MMR,Engineering report, SLA report and OLA report
· Making of daily reports, keeping records & responsible for all types of problem related to given sites.
· AMC for all equipment like UPS, Precision AC & also for fire system, CCTV, Access Control system and equipment aging also.
· Adherence to Planned preventive maintenance (PPM) program to ensure all equipment’s in good working order. It included; 52 week maintenance planner, preventive maintenance procedure, log books, checklists, work instructions, incident report, History cards,
· Energy conservation and utilities management.
· Handling of 3rd party vendor.
· Responsible for Audits (Internally/Externally)
· Liaison with the Building technical staff.
3. Worked with Roto Power Pvt. Ltd. as a Sr. Supervisor at the site of Hewitt Associates India Pvt. Ltd. 
Nov 2009 – Nov 2011
Preventive maintenance steps for all engineering (electro-mechanical) equipment’s as per the schedule.
· Round of the entire building for a periodic check of equipment’s and machinery in terms of their operation.
· Responsible for the operation and maintenance of DG, HVAC, HT and LT panels, transformer, BMS, STP, WTP, Fire Hydrant System.
· Attend day-to-day complaints of the clients.
· Maintain a record of consumption details of diesel and other electrical consumption.
· Maintain the log sheets of DG/AC/Plumbing etc. in terms of their meter reading, temperature, pressure, voltage, load etc.
· Keep a check on the incoming material (for instance diesel) for their quantity the requirement.
· Preparation and submission of Daily, Weekly and Monthly reports.
· Take care of any other responsibility as assigned by the Management from time to time.














Skills

Technical skills: Auto CAD, Basics of C, MS Office & Excel, Window XP. 

Branch skills: Electrical engineering, Communication system, Satellite communication, Digital Electronics, Mobile & personal communication system.

Languages: Hindi, English.
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Name			:		Mohit Kumar Sharma

Father Name		:		Sh. Mahesh Prasad Sharma

Date of Birth		:		17-12-1986
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Passport No.                                   M7400423 (Exp. Date- 2025)
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