Mr .KAHNEI CHARAN SINGH
Contact –Mb-9958088682
Email : kcsingh123@gmail.com/kcsinghmuthoot@gmail.com
CTC – 9.60 Lac per annum   and 80000/- PM in Hand.

Managing Director- Administration & Operation
Having more than 15 + years of work experience in  General Administration , Facility Management , Branch expansion & branch upkeep & maintenance , Infrastructure development, branch operation, business development, Human resource Management , statutory compliance  with a Manufacturing industry and Service industry in Delhi & NCR region. Strategically align Administration policies and programs in order to achieve organisations goal. Seeking an opportunity to Head the Administration & Operation of a progressive organization.    
Professional Achievements:
A. Promoted from AGM –Administration  to Managing Director of M/s. Ganpatraj Gold Pvt ltd during 3 years of working in the group by Director Sahil Kohli & Suresh Kohli ( 2021-22)
B. Within 2 years of working in M/s. H G Jewels- Promoted from Manager-Admin to Head of HR/Admin by Director Mr Abhishek Saraf. ( 2016-17)

C. Awarded Best Team leader – for vendor management & cost control  - The Muthoot Group by Chairmen M G George Muthoot ( 2013-14).
D. Awarded Best Branch Expansion Team Member for North Zone – The Muthoot Group by Chairmen M G George Muthoot  ( 2012-13).
Professional Experiences: 

A. Since March 2018 till time : 

M/s. Ganpatraj Gold Pvt Ltd – Promoted  to  Managing Director  (Since July-22 to till date)
M/s. Ganpatraj Gold Pvt Ltd – Working As a AGM-Administration & Operation (Since March-2018 to july-22).

Job Profile : Overall look after all Admin & Facility /Operation/ HR related matters for 40 no of branches across Delhi & NCR region having a total manpower of 250 staffs.
B. May-2016 to March-2018 : 

M/s. H G Jewels Pvt Ltd – Working As a Head-Administration, facility & Operation.
Job Profile : Overall look after  Retail division/ Wholesale division along with Manufacturing UNIT in 2 outlets in Delhi having a total manpower of 400 staffs.
C. Feb-2010 to May 2016 : 

M/s. Muthoot Finance Ltd. (Head office-North Zone)  – Working As a  Manager-Administration & Facility.
 Job Profile : Look after  branch expansion / branch upkeep & maintenance / General Administration for all North Region branches. (1476 branches)
D. Jan-2007 to Feb 2010 : 

M/s. JVS Plastics Pvt Ltd – Working As a Exec-Admin & Facility for its head office & factory.

Key Responsibility: 

· Working with brokers for commercial lease for new locations.
· Searching new  offices & Branch Expansion as per SOP’s
· Existing Branch upkeep & Maintenance

· New Branch inauguration.

· Rent Negotiations and dispute resolutions with landlords.

· General Administration & Office management.
· Vendor/Stake holder management.
· Facility Management ( House keeping/ Security/ Space management/ Plumbers/ electricians etc)
· CCTV Surveillance / Security Alarm system Management. 
· Branch Infrastructure Development

· Advertisement Management ( Glow sign board / Flange/ Flex board )

· Fixed Assets management & AMC’s with required assets.
· IT Assets management & Its AMC’s.
· Utility bills management  ( Electricity bill / Telephone bill / Water bills etc)
· Travel desk & Hotel booking Management 

· Guest house management

· Company Transport Management 

· Office Stationery Management

· Liaisoning with all govt bodies like MCD/ Police/ PWD/ ESI/ PF/ GST  etc.

· liaisoning with advocates for any legal matters of the company and attending court dates.
· Statutory Compliance ( ESI/PF/Bonus/Gratuity etc) 

PROFESSIONAL QUALIFICATIONS: 
· B.SC – CHEM HONS- 2005
PERSONAL DETAIL :
DOB


 : 12/2/1983

MARITIAL STATUS
 : Married

Present address
 : Kalkaji , Delhi-110019 

DECLARATION: 

I hereby declared that the above given statements are true to the best of my knowledge.

Sign

Date


