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SANJEEV KAUSHIK

C/o Mr. Ramesh Kaushik, Sector 37 B, Gadouli Khurd, P.O –Basai, Dist. – Gurgaon, Haryana – 122 001
Contact:  +91-9999789880 E-mail: sanjil18@yahoo.com 



OPERATIONS AND ADMIN MANAGEMENT PROFESSIONAL 
Seeking challenging assignments in a dynamic organization which provides me avenues for professional learning and encourages individual growth in the field of Operations and Customer Relation and Support.


PROFILE

· A competent, highly motivated and dynamic professional with a successful track record of 4+ years in driving the overall operations entailing client relationship building, providing quality customer services, sales and resolving customer queries and complaints, targeting customer care, satisfaction, and retention.

· Qualified individual with MBA in Marketing & International Business Management having experience in operations and admin management with primary focus on Strategic Planning, Business Development, Client Servicing and Team Management, Operations, Management, Marketing, Customer Relationship Management, and training

· Customer-satisfaction driven professional with excellent verbal communication skills, a professional appearance, and demeanor to handle front office operations. Exceptional phone etiquette skills in a high-call volume environment & enjoys providing hospitality services to guests.

· Recognized as a proactive individual who can rapidly identify business problems, formulate tactical plans, initiate change and implement effective business strategies in challenging environments to enhance revenue generation, market share expansion, and profitability.

· Demonstrated efficiencies in taking charge of situations, handling emergencies, working backwards to the starting point - to get smooth running functions and routine activities.
Core Competencies
Hospitality & Guest Relation Management ( Guest Service Excellence ( Multidepartment Operations ( Front- & Back-of-House Operations ( Front- & Back-of-House Operations  ( Teambuilding/Training/Supervision ( Corporate Communication ( Customer Support ( Team Management ( Business Development ( Vendor/Inventory Management ( Profit & Growth Strategies ( Hospitality Operations ( Guest Service Operations ( Market Penetration ( Operations Management ( Liaison ( Safety 



PROFESSIONAL EXPERIENCE
ALPHA INTEGRATED MANAGEMENT SERVICES 

Building Manager/ Asst. Operations Manager, M3M Tee Point                                       10/2018 till date

Duties and Responsibilities
 

· Standards Setting & Service  Procedures – responsible for setting the service standard, hiring, training, and ongoing management of staff required to meet the service needs of the building

· Vendor & Contract Negotiation and Management - Negotiate and manage all contracts, supervise work and review invoices for all outside service providers including screening and overseeing outside vendors, contractors, construction projects, maintenance of machines, compliances and landscaping.

· Property & Systems Management - implement schedules for all maintenance, staffing, accounting and services needed for all properties; system and procedure protocol development for all properties

· Budget Preparation - All related financial matters including accounting, budgets, and payroll
· Security & Safety - Overseeing security, fire and Safety tanning, lifesaving drills, building codes of conduct etc.
AWFIS SPACE SOLUTIONS PVT. LTD.                                                                                       10/2017- 10/2018
Assistant Community Manager                                                                                                          
Awfis Space Solutions Pvt. Ltd. provides fully furnished office spaces for rent in Delhi, Mumbai, Pune, Bengaluru, Gurgaon, and Hyderabad. It operates a technology platform that enables members to book work desks, private cabins, meeting rooms, and business centers in India on real time basis for the small medium individual local entrepreneurs. The company also provides a platform for its community members to regularly interact and share ideas at its events, seminars, and mixers. It offers custom-sized multi-location workspaces on lease tenor ranging from an hour to one year (or more). The company was incorporated in 2014 and is based in New Delhi, India.
Job Role: Client Servicing, Handle meeting rooms, Board Room and office spaces in business centre.

Duties or Functions: 

· To create an amazing customer experience for new members so that they believe being a part of Awfis is the best decision they have ever made.

· To continue to build up our member community with the goal of developing advocates, successful referring relationships that will be measured by a target.

· To ensure an inspiring, useful and ultimately helpful experience for members in the community so the retention is maintained at 95% utilization rate.

· To partnership and alliances with service providers to enhance members experience through benefits and preferential rates.

· To foster new relationships with entrepreneurs, freelancers, solopreneurs, small businesses, and non-profits which lead to inquiry about our products and services

· To develop second line of command to be able to move to a larger role and responsibility

· To continuously improvise on the SOP Manual in collaboration with CMs and team

· To maintain highest standards of maintenance and upkeep of the premise and equipment.

· To prepare and deliver sales targets

· To deliver exceptional customer satisfaction, encourage feedback, suggest solutions and execute improvements.

· To maintain strict Health, Safety, Cleanliness, Hygiene and Security protocols with 0% deviation

· Inventory management of Food &amp; Beverage &amp; office supplies

· To initiate, collaborate and manage events for members engagement and education.

· To be an excellent Host: Pleasant, approachable, charming but tactful and firm when required

DEVI BHAIRAVI CAPITAL PVT. LIMITED, NEW DELHI                                                       09/2016- 10/2017
Operations Manager 
Devi Bhairavi (DB) Capital Private Limited was incorporated with a vision to identify, conceptualize, and create novel opportunities for investment growth over various sectors. DB Capital’s expertise is Corporate Strategy, Fund Raising (Debt and Equity) Mandates as well as General Business Planning within diverse sectors such as Hospitality, Real Estate, Wellness, Human Resource Management, Manufacture, Retail, Export, etc. The team at DB Capital collectively brings significant cumulative experience of over 100 years in areas such as investment advisory and alternate investments, capital markets, risk assessment and management, tax and regulatory compliance, transactional support, technology, etc.
DB Capital’s breakthrough venture in the FinTech and FinServ space is to be set-up as Global Virtual Platform for Financial Planning, Investment Advisory and Wealth Management services, across customer base, including NRIs in the US and UK in the first phase
Duties and Responsibilities: 
· To coordinate, manage and monitor the workings of various departments in the organization for smooth and well-functioning.

· Review financial statements and data. Utilize financial data to improve profitability. Prepare and control operational budgets. Control inventory. Plan effective strategies for the financial wellbeing of the company.

· Improve processes and policies in support of organizational goals. Formulate and implement departmental and organizational policies and procedures to maximize output. Monitor adherence to rules, regulations and procedures.

· Plan the use of human resources. Organize recruitment and placement of required staff. Establish organizational structures. Delegate tasks and accountabilities. Establish work schedules. Supervise staff. Monitor and evaluate performance.

· Coordinate and monitor the work of various departments involved in daily operations. Monitor performance and implement improvements. Manage quality and quantity of employee productivity. Manage maintenance of equipment and machinery. Provide technical support where necessary.

· Monitor, manage and improve the efficiency of support services such as IT, HR, Accounts and Finance. Facilitate coordination and communication between support functions.

· Manage customer support. Plan and support sales and marketing activities.
· Liaison with top management/ governmental and non-governmental organizations. Assist in the development of strategic plans for operational activity. Implement and manage operational plans.
ACCOR HOTELS, PULLMAN HOTEL, GURGAON




  11/2011– 03/2014
Welcome Associate /Team Leader
· Managed room reservations, cash counter and maintained the check in / checkout register and reviewed the duty roster

· Entertained the clients, gave them complete details about their queries & resolve their problems.

· Prepared various reports and manage information regarding accounts, detail of clients with their queries.

· Handled guests and increase guest satisfaction. Evaluated the feedback for further changes/ improvisations

· Prepared various reports regarding room status, occupancy ratio, Credit card details, cheque Numbers, etc.

· Maintained highest standards of customer service giving preference to their satisfaction & promptly resolving their problems & concerns for referral & repeat business front office agent

GINGER HOTELS (A TATA ENTERPRISE)



                              07/2010– 09/2011
Guest Service Associate
· Handled the customers complains & making sure that they are provided with a highly satisfied solution.

· Co-ordinated with local I.T. support as well as corporate office I.T on related issues. 

· Effectively managed customer relations, planned & executed operations to ensure quality service

· Offered a keen ear & deftly answered guest requests, complaints & feedbacks

· Opportunely informed guests about special occasions, offers & discounts

· Competently maintained highest standards of customer service giving preference to their satisfaction & promptly resolving their problems & concerns for referral & repeat business

· Handled the billing, cash audition, front end activities airport operations,  and making roaster for transportation fleet and valet

· Tele-calling and telemarketing, daily interaction with national and international guests, identify areas of improvement on basis of customer feedback and maintain records and reports

EDUCATIONAL CREDENTIALS

MBA (Marketing & International Business Management), 2016
JAMIA HAMDARD UNIVERSITY, NEW DELH
B.Sc (Hotel Management), 2010
IHM, BHUBANESWAR IGNOU UNIVERSITY
12TH 2007
ARMY PUBLIC SCHOOL, DELHI, 
10TH 2005
ARMY PUBLIC SCHOOL, DELHI


CO-CURRICULAR ACTIVITIES 

· Cultural Activities
· Sports
· Various Quiz Competitions
· Chef Competition
· Blood Donation Camp
· Tsunami Relief Fund
· Famine Relief Fund
· Clean India Campaign 

· Rural Development Campaign 


Date of Birth: 15TH September 1989
Languages Known: English, Hindi.
Marital Status: Married 
References: Available on request
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