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Bapurao Sonawane (Ex-Army) 
Sr. Manager Admin
I am a dedicated professional with outstanding performance and results for over eighteen years in the Indian Army. I served in various positions along all Indian borders, including the LAC, LOC, and the International Border in the North, East, West, and South sectors. I was a member of combat units, i.e., infantry units of military personnel, and peacekeeping units responsible for border security, zero casualties/fire accidents, and managing administrative and training activities. The responsibility of an administrative manager is to oversee administrative functions within the organization and ensure smooth and efficient daily operations. This includes managing administrative staff, developing and implementing policies, managing budgets, and coordinating various support services.
Personal Details: Mail ID: bapurao_s@yahoo.com,bapurao.ts@gmail.com Mob. 8767330673/9119511974(Nasik Maharashtra India)
DOB: -02/10/1969 Education: - Graduation (BA)
Skills: -Computer literacy, MS Office, Excel, Power Point, mail drafting, presentation skills up to MDs & Chairman level, Training to employees, etc.
Admin Activities:
Key Responsibilities:
Office Management: Overusing  day-to-day operations of the office to ensure a well-organized and efficient work environment.
Manage office supplies, equipment, and maintenance, ensuring availability and functionality.
Coordinate office space allocation and ensure it meets the needs of all departments.
	Administrative Support: Providing administrative support to senior management and other departments as needed.
Supervise and support administrative staff, including administrative assistants and receptionists.
Oversee scheduling, including meetings, appointments, and travel arrangements for executives and staff.
	Communication and Coordination: Serving as the primary point of contact for internal and external communications.
Facilitate effective communication between departments and staff members.
Organize and coordinate company events, meetings, and conferences.
	Records and Documentation: Maintain and manage company records, files, and documentation in compliance with legal and organizational  standards. Implement and oversee document management systems to ensure accuracy, security, and accessibility.
	Financial Administration: Assist in budget preparation and manage office-related expenses.
Process invoices, manage petty cash, and track expenditures to ensure they are within budget.
Liaise with accounting or finance departments regarding financial matters.
	Compliance and Policies: Ensuring  compliance with company policies, procedures, and regulatory requirements.
Develop and update administrative policies and procedures to improve efficiency and effectiveness.
Conduct periodic audits of administrative processes to ensure adherence to standards.
 	Staff Management and Development: Recruiting, train, and supervise administrative staff, providing guidance and support to enhance performance. Conduct performance reviews, set objectives, and provide feedback to team members.
Foster a positive work environment and promote professional development.
     	Cost control: Responsible for budgeting, cost control, and cost-effective solutions. They may prepare and monitor the administrative department budget, track costs, and optimize expenses. They may also review invoices for all facility services.
 	Vendor and Facility Management: Managing  relationships with external vendors and service providers, including negotiating contracts and ensuring service quality.
Coordinate facility management tasks, such as repairs, cleaning, and security services.
 	Reporting and Analysis: Preparing reports on administrative activities, including office performance metrics, budget utilization, and staff productivity.
Analise administrative processes and propose improvements to enhance efficiency and effectiveness.
	 Customer Service: Ensuring high levels of customer service both internally (to staff) and externally (to clients and visitors).
Address and resolve any issues or complaints related to administrative services.
  	 Project Management: Leading or participate in special projects related to office management, process improvement, or organizational change.
Coordinate project activities, track progress, and report on outcomes.
   	Agreements, housekeeping, canteen, Transport and management: Ensuring all statutory and other relevant compliances. Statutory Compliance & Renewal: Labor agreement, security agreement, fire hydrant systems AMCs, extinguisher timely refilled, preparing lease agreements, labor and safety agencies, reviewing lease records to keep lease files up to date, labor handling, housekeeping, food inspection with in-house/out sourcing canteens, handling company transportation, preventing damage to property, resolving internal issues etc. With 20 years of experience, I am confident to solve all .
	Vehicle & Transport Management: Overusing company-owned and hired vehicle fleet used for employee transport, raw material movement, and logistics operations. Ensuring timely maintenance, insurance, documentation, and driver discipline. Maintain transport schedules for staff pick-ups/drops and guest movements.
	Court cases and representation: Taking over active legal cases from respective departments HOD & liaising with legal consultants of respective advocates. Maintain records of legal documents, communicates with legal matters with advocates.
	Liaising with all government department: Resolving police matters, liaising with govt. agencies, Corporation permissions, police station, fire brigades, NMC Offices, MSEB offices, MPCB Issues, labor commissioner, PF Office, Court matters etc.
Keep track of all statutory licenses and renewals. Ensure timely compliance with legal requirements. 
        	City PR Management: Handle public relations and communications at the city level. Build and maintain relationships with local stakeholders.
Random Surprise Visits to Respective Locations, conduct surprise visits to various locations within the organization to ensure compliance, operational efficiency, and adherence to company standards. Identify areas for improvement and report findings to senior management.
        	MPCB (Maharashtra Pollution Control Board): Ensure compliance with environmental regulations. Handle necessary permits and reporting.
Solar Power: Manage solar power initiatives, including installation, utilization, maintenance, and coordination with the agency. Sharing of reports for the same in the given format.
        	Electricity Bill Management: Monitor electricity consumption and costs.
Optimize energy usage to reduce expenses, Monitoring utilization and maintenance of Generator Set.
        	Scrap Sale & Management: Coordinating the sale of all scrap materials and sharing reports in the given format. Ensure proper disposal and recycling practices.
        	Property Management: Coordination of office supplies and other requirements with the concerned person. Ensure smooth running of daily activities, maintenance, lease administration and financial performance. Coordinate and supervise routine and emergency maintenance, repairs, and renovations. 
        	Security: Implement and maintain security protocols and procedures. Manage security personnel and access control systems. Respond to security incidents and emergencies. Arrangement of guards with shifts, recruitment of guards Security SOPs in/out entries of employee management of material management Access control and CCTV monitoring, and its maintenance. 
        	Health and Safety: Ensure compliance with health and safety regulations and policies.
Oversee the implementation of health and safety procedures and emergency protocols.
Conduct regular safety inspections and address any issues promptly.
         	Public Relations: Understanding of the complex relationships between Government, agencies and departments. Able to work in a dual reporting matrix environment
        	Professional Experience: Worked in Garware Polyester Limited as Admin Officer from 2006 to 2008, then in United Texta Limited as Admin/Security in charge from 2008 to 2011 and in OFMH Textiles Limited, Kolhapur as Sr. Officer Facilities from 2011 to 2013 and now in SCIT Limited from 2013 till date as Sr. Manager Admin looking after three facilities at Pune Nagar Road Sanaswadi/Shikarpur and one facility at Turbhe new Mumbai.
         	Behavioral Characteristics: -Commitment to safety, discipline and responsibility. Honest attitude, presentation and leadership skills up to Director and MD level. Excellent problem-solving skills.  Arrangement of employee training and mock drills. Team spirit and interpersonal relations. Negotiation and problem-solving skills.
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