Wing Commander Sanjiv Kumar Singh

[bookmark: _GoBack]Mobile: 8871741296                                                                                         sanjiv.k.singh2907@gmail.com
Ex Indian Air Force officer with proven experience of more than 25 years in
HR/IR/Compliance	Administration	Security		Facility Management	Liaison Estate Management		Vendor Management	Project Management	Budget Governance
Process & Policies

CORE SKILLS
Administration & Facility Management
· Administrative Leadership- Develop and implement policies, procedures, and systems to support the overall business objectives
· Budgeting and Financial Management with Governance Mechanism
· Defining and ensuring adherence of SOW, SLA, KRA & KPI for HR/IR, Administration, Security & Facility Management to ensure best quality of services
· Facilities and Operations Management- Township & Plant Administration including, Labour Colony, Industrial Canteen, Guest House & Canteen Management, Housekeeping, Family & Bachelor Accommodation, Cafeteria, Medical Centre, OHC, School, Transport, Health & Recreational Facilities & upkeep, Event Management, Travel Arrangements, Transportation, Mail Management, Repair & Maintenance of Civil, Electrical, Carpentry, O&M of STP/WTP/RO, Event Management, Housekeeping & Security
· Oversee the management of physical facilities, including office spaces, equipment, and supplies.
· Liaison- Working in close coordination with various Ministries, Government Departments like Pollution Control Board, Mantralaya, DISH, Police, Municipal, PF, Labour Department, Fire, Electricity Board, Gram Panchayat etc
· Property and Asset Management, Projects Execution and monitoring progress
· Building & Utility Technical Services and Annual Maintenance Program, Procurement, Contracts, Vendor Management
Human Resource
· Industrial Relations- Including Union Handling, Long Term Settlements, Grievance Handling
· Strategic HR Planning, HR Policies and Compliance
· Organizational Development and Change Management
· Performance Management, Employee Development and Employee Engagement
· Employee Relations, Rewards & Recognition
· Contract Labour Management
Security
· Strategy and Planning
· Security Operations Management
· Team Management and Training
· Emergency Response and Crisis Management
· Relationship Management

EDUCATION

· Master of Personnel Management from Pune University
· Bachelor of Commerce from Agra University

CERTIFICATIONS

· Rescue & Crash Fire Fighting
· Advance Personnel & Administration Course
· Advanced Course in Security & Intelligence

· Basic Course in Security
· Junior Commander Course
· Ground Control Approach Course
· Advance Air Traffic Controller Course
· Ground Duty Officers Course
CAREER RECITAL
Pro Align Security India Pvt Ltd
(Security & Facility Management Company)
Sep- 2023-Jun 25			Vice President Operations		Location- Gurugram
As Vice President Operation, heading the SOMPRO group for PAN India Operations for Facilities Management & Security, HR, Business Development, Manpower Services, Maintenance, Audits, Liaison, Commercial & Compliance. 
· Preparation of Policies & SOPs of Security Operations, Business Development, Facilities Management, Commercial
· [bookmark: _Hlk166749118]Manage P&L of Sompro Group & of each contract 
· Achieve Revenue targets through Sales –in Industries / Healthcare/ IT/ Commercial / Corporate and Institutional Segments 
· Profitability margins- Ensures Healthy margins for the projects as per direction. Understanding financial and commercial aspects of Sales. 
· Develop Quarterly, Half yearly & Annual Sales Forecasts and delivery on the same. 
· Oversee national sales, promotions, collections, and other activities to achieve sales targets in assigned territory
· Training team & ensuring Consistency in Sales and New lead generation Branding- Suspect Mapping, prospecting and maintaining healthy pipelines for consistent sales performance. 
· Motivating & maintaining Team to keep good eye for establishing sales potential. 
· Mapping potential clients on the basis of geography, industry, competitors and type of customers 
· Ensure 100% Compliance of all statutes
· Overseeing day to day operations of multiple client facilities 
· Serve as the main point of contact for clients and building strong professional relationships
· Budget Preparation & Governance mechanism to ensure Cost Optimization 
· Fulfillment of manpower requirement by maintaining approved strength of manpower. 
· To plan, organize and co-ordinate Job analysis for all staff category as per the organization structure to improve teamwork, attain higher productivity, right sizing of manpower and facilitate Job evaluation process  
· Finalizing of Service Level Agreement for various services
· Contracts management, Vendor finalization, Procurement of vehicles, stationery, and all consumables
· Technical services including, maintenance/replacement of office equipment, warehouse equipment, furniture, furnishings, vehicle, buildings, lifts, AC etc
· Preventive and Annual Maintenance Program for Civil/ Electrical/Carpentry/Painting/O&M of STP/WTP/RO plant, Horticulture, Pest Control

D’Decor Home Fabrics Private Limited (Furnishing & Upholstery Manufacturer)
Mar- 2021- Feb 2023	Factory Manager	Location- Boisar (Maha.) As Factory Manager, was responsible for complete Factory Administration including HR, IR, Security, Administration, Facilities Management, Liaison, Compliance, Utility Maintenance, Audits, Commercial, Accounts and Warehouse & Despatch.
· Preparation of Policies & SOPs of HR, IR, Administration, Security, Facilities Management,
· Develop and implement strategies to streamline factory operations.
· Responsible for creating proactive & harmonious Industrial Relations.
· Union Handling, Long Term Settlement
· Strategic HR Planning- Develop and implement HR strategies aligned with the company's overall business strategy
· Liaison with key Government and Local authorities under various capacities like, Labour Commissioner, Police, Pollution Control Board, Factory Inspector, DISH, Labour Inspector, MP, Sarpanch, Gram Panchayat Officials, etc.
· Team Leadership and Development: Lead and motivate team by, providing guidance, coaching, and support to enhance their performance.
· Production and Operations Management: Oversee end-to-end manufacturing process, ensuring timely and cost-effective production.
· Inculcate culture of teamwork and continuous improvement within the manufacturing department.
· Ensure safe working environment, adhering to all health, safety, and environmental regulations.
· Process Optimization and Continuous Improvement
· Coordinate with the procurement team to ensure timely availability of raw materials, packaging materials.
· Provide regular updates and reports to senior management on production, and operational performance.
· Screen, recruit, and train new factory workers.
· Budget Preparation & Governance mechanism to ensure Cost Optimization
· Responsible for ensuring health, safety & welfare of personnel within plant premises
· Finalising of Service Level Agreement for various services
· Property and Asset Management including acquisitions & purchase
· Projects Execution and monitoring progress, Setting up of new offices, transit accommodation, warehouse
· Develop and implement controls to ensure preventive security measures are enforced.
· Monitor and maintain security systems, including access control, CCTV cameras, and alarms.
· Supervise and train security personnel to ensure proper execution of their duties.
· Coordinate with local law enforcement agencies (Police, Fire, local bodies etc.,) and emergency services to develop effective response plans and ensure a prompt response to emergencies.
· Carry out all security investigations into security breaches, thefts, accidents, and other incidents, and provide detailed reports on findings and along with suggested corrective measures
· Ensure adherence of safety procedures, such as fire, PPEs usage, and emergency evacuation plans.
· Contracts management, Vendor finalization, Procurement of vehicles, stationery, and all consumables
· Technical services including, maintenance/replacement of office equipment, warehouse equipment, furniture, furnishings, vehicle, buildings, lifts, AC etc
· Preventive and Annual Maintenance Program for Civil/ Electrical/Carpentry/Painting/O&M of STP/RO plant, Horticulture, Pest Control, General Administration of Factory, medical centre, Event Management, Horticulture, Guest House

Alpha G Corp Management Services Pvt Ltd (Real Estate & Facilities Management Company)
May 2018-Feb 2021	General Manager Estate Operations		Location- Gurugram
As GM- Operations was responsible for entire Estate for Operations, Administration, HR, Liaison, Security & Facilities Management which included multi location commercial spaces, malls, high end residential condominiums, hospital, health clubs, canteen, event management, liaison, guest houses, waste management etc:
· Preparation of Policies &SOPs for HR, Administration, Security & Facilities
· Liaison with ministries, police, labour, pollution control board, Registrar, government authorities and all other concerned
· Finalising of Service Level Agreement for various services
· Budget Preparation & Governance mechanism to ensure Cost Optimization
· CAM, CAPEX & MM, billing & recovery
· Selection & Recruitment of different tradesman and Designing training plans and modules for imparting training to staff members and gauging effectiveness.
· Property and Asset Management including acquisitions, purchase, leasing and sale.
· Handling RWA election, all returns associated with Registrar of Societies
· Security of entire area
· Assisting in Project Management, cost optimization and implementing business expansion plans
· Setting up of new offices, guest house etc
· Handling daily and routine facility management, control staff and outsourced services
· Contracts management, Vendor finalization, Procurement of vehicles, stationery, and all other consumables
· Technical services including Repair, maintenance/replacement of office equipment, warehouse equipment, furniture, furnishings, vehicle, buildings, lifts, HVAC, AC etc
· Formulating & implementing strategic plans for facilities management and projects tracking
· Technical Services and Annual Maintenance Program
· Preventive and Annual Maintenance Program for Civil/ Electrical/Carpentry/Painting/O&M of STP/WTP/RO plant/O&M of Swimming Pool, Horticulture, Pest Control
· Fire safety Property and Asset Management
· Ensure effective Contract Labour management on day-to-day basis, ensure all statutory compliance as principal Employer

Reliance Industries Limited Petrochemicals Division
Jun 2013-Sep 2016	General Manager- Corporate Services	Location- Dahej
As GM- Corporate Services was responsible for entire Plant &Estate Administration, HR & Facilities Management which included six residential township, hospital, health clubs, school, canteen, industrial canteen, guest houses etc:
· Preparation of SOPs for Administration, HR, Security & Facilities
· Maintain relationships with local, state and federal law enforcement and other related government agencies. Security Risk Assessment and audit
· Working in close coordination with government departments like Pollution Control Board, Fire, Gram Panchayat and with various other personnel.
· Establishing and implementing HR efforts to effectively communicate and support the company's mission and strategic vision & Values
· Ensuring & monitoring smooth functioning of all the activities pertaining to Employee Relations / Industrial Relations/ Statutory Compliance such as grievance handling , shop floor connect etc
· Being part of Long Term Settlement Process
· IR strategy and implementation. Handling Four Unions
· Maintaining harmonious relationship with all employees at all levels for creating better and productive environment.
· Designing training plans and modules for imparting training to staff members and gauging effectiveness.
· Preparing policies & setting standards for security. Threats from outside, Threats from within Organization, General Intelligence, Personnel Awareness, handling outsourced security personnel
· Finalising of Service Level Agreement for various services
· Budget Preparation & Governance mechanism to ensure Cost Optimization
· Setting up of new offices, guest house, transit accommodation & warehouses etc
· Security of all offices and warehouses in Township area
· Contracts management, Vendor finalization, Procurement of vehicles, stationery, and all other consumables
· Preventive and Annual Maintenance Program for Civil/ Electrical/Carpentry/Painting/O&M of STP/WTP/RO plant/O&M of Swimming Pool, Horticulture, Pest Control
· General Administration of Townships including Labour Colony medical centre, school and Horticulture, Guest Houses, VIP Guest Houses, Hostels, Family & Bachelor Accommodation
· Fire safety of all townships
· Canteens, Accommodation of township for family & bachelors, leasing of property.
· Transit accommodation, hotel, travel, transport, labour colony administration, Events management, Signage, Office Equipment, Stationery
· Ensure effective Contract Labour management on day-to-day basis, ensure all statutory compliance as principal Employer
· Procurement & Vendor Management for materials & services
· Training Plans, Performance Appraisal, Recreational & Welfare Activities
RI Security & Services Private Limited (Security & Facility Management Company)
Aug 2011- Jun 2013	Head- Admin HR & Security	Location: Pune As Head - Admin, HR & Security was responsible for PAN India for entire HR department of all group companies (RISS, Unique Delta Force, Sumeet Facilities, Eagle, Delta Force):
· Creating and implementing Policies and Procedures for HR & Corporate Governance department
· Ensuring proper P&L of contracts, branches
· Talent Acquisition & Retention
· Recruitment and training of all personnel. Managing Payroll process, Disciplinary action
· Liaise with different departments like Labour, PF, ESIC, PT, Guard Board, Mantralaya, Home Guards
· Attending audits of all major clients and others in case of some prominent issues
· Ensuring timely payments, Timely preparation of all documents for submission of bills
· Cross checking all work orders for feasibility considering all compliance
· All Labour Licence, PSARA, Guard Board, Training Centre requirements
· Ensuring timely deposit of PF, ESIC, PT, LWF, Attending cases if any in Labour Court
· Recruitment, training and development of HR team

DB Power Ltd (Thermal Power Plant)
Jun 2010- Aug 2011	Head Admin HR & Security	Location- Raigarh Initially joined as Chief Manager- Security & Admin, promoted as Head- Admin, HR & Security and was very instrumental during construction of two Greenfield Thermal Power Plants (1200 MW in Chattisgarh & 1320 MW in MP) and was responsible for
· Preparing policies & setting standards for HR, IR, Administration, Security & Procurement.
· Prepared HR Manual, Induction Manual & implementation of same.
· Setting up of office and all associated facilities, Ensure fire safety and emergency response
· Financial Planning and Budget Management
· Organization Structure, Manpower planning, Job Analysis/JDs- Assist management in preparation of organization structure, amendments and manpower rationalization
· To plan, organize, coordinate and ensure recruitment of employees as per the organization requirement
· HR Policies / Program & System- To plan, organize and assist in effective implementation of HR Policies and program to improve company HR Performance and optimizing employee productivity
· To design, organize and conduct training program guide and support the subordinate in planning and coordination of all training activities
· Fulfilment of all Statutory Requirements including Labour Laws, NOCs, BOC Act, ISM Act etc,
· Working in close coordination, government departments like Revenue, Police, Ministers, Pollution Control Board, PF, Labour Department, Secretariat, Fire, and Environment and with various other departments.
· Security and Intelligence- Ensure security & safety of entire estate. Building Intelligence network
· Maintain relationships with local, state and federal law enforcement and other related government agencies. Security Risk Assessment and audit
· Liaise with government & local bodies for various approvals & clearances
· Accommodation, safety services, Vendor Management, welfare activities & contract handling
· General Administration i.e. Canteen, Security, House Keeping, Facility Management, Accommodation, fire fighting & Transport Administration, Statutory Compliance
Indian Air Force
Jun 1995- Apr 2010	Administration Branch
Posted all around India
MILESTONES 
As Administration Branch officer was responsible for entire gamut of Personnel & Administration, Estate Management, Security, Liaison, Canteen
· Accommodation policy & implementation including Officers, Airmen, NCsE &Civilian
· Security of Base including residential and technical area
· Maintaining entire Defence Estate by ensuring time bound repairs and maintenance.
· Discipline, Conducting Court of Inquiries, Board of Officers, Stock Take over/ Hand over
· Messes including Officers Mess as well as SNCO’s & Airmen Mess
· Fire fighting, Air Traffic Control, Aircraft Emergencies, Rescue & Crash Fire Fighting, VVIP Movements
· Aerodrome/ Approach/ Area Controller, Facility rated on all IAF radars.
· Effectively conducted mock rehearsals drills, for countering contingencies like hijacking, bold/ Fedayeen attack, hostage release, hostile/adverse situations.
· Conducted regular/ surprise checks of Anti Sabotage Checks with experts, scientific gadgets and dog squads, adverse situation management, protective/preventive security drills, fleet management, martial arts training with physical & mental toughness, fire fighting and sharp shooting.
PERSONAL DETAILS

Languages Known	:	English, Hindi
Total Experience	:	More than 25 Years in Administration, Security/ FM/ Liaison, HR Joining Time Required	:	7 days
Location	:	Vadodara
Ready for Relocation anywhere in India
