CURRICULUM VITAE

MANISH DATTARAM RANE. 
Mob        : - 9892 047 681   
Res          : - 9769178347
E-mail     :- manish_rane83@yahoo.co.in

Residence Address     :- 
Abhang Bldg  2 / 77, Parel Tank Road , 
Parel Village, Mumbai – 400012 



Objective: - Seeking a quality environment, where my knowledge and experience can be shared and enriched looking for an important posting where I can improve my quality and skill and can contribute to the best of my knowledge and ability. 


Key Skills  : - General Administration and Facilities Management.                 

Personal Information’s:-   


	Name                       
	-
	  Manish Dattaram Rane.

	Father’s Name           
	-
	  Dattaram Balu Rane.

	Date of birth              
	-
	  22nd May 1983

	Marital Status           
	-
	  Married

	Languages Known      
	-
	  English, Hindi & Marathi

	Nationality               
	-
	  Indian

	Religion                    
	-
	  Hindu



Summary of Educational Qualification: - 

Passed S.S.C with 2nd Class From Dr. Shirodker High School, Parel - 400012 Since March 1999. 

Passed H.S.C with 2nd Class From R M Bhatt Jr College, Parel - 400012   Since Feb 2001. 

Appearing T.Y.B com From T. k. Tope Arts & Commerce College.
Summary Of Additional Qualification:- 

Computer  :- 
Diploma Course in Computer in operating system like Window 98 & Application Software like   MS - Office (Word, Excel & Power Point) 
Sports: - 

Life Guard cum Swimming Coach. 

Games Known:-  
Swimming, Table Tennis, Squash, Billiards, Cricket. 


Summary of Work Experience:- 
Presently working with MURJANI RETAIL PVT LTD.

Designation   :   Sr. Admin Executive.
Period            :   1st October 07 to till date.
Job Profile    :  
Management of Employee Attendance, and day to day maintenance of office, Supervising and assigning duties to all assistants and office boys. Responsible for MIS & MMR, Keeping a track record of Inventories, consumptions & Couriers & Postal etc...
Handling Vendor Management, Key Management and Transport management, Looking entire House Keeping, Security and Cafeteria. Handling Printing and Stationeries, Carpentry & Plumbing issues. Keeping a track record of A.M.C. 
Liaison with various offices likes that of Telephone Exchange, MSEB etc…

New phone connections for employee, payment follow up also processing bills of Telephone, Electricity, Hotels, and Stationeries & Printing etc…

Worked with SIGRUN REALTIES LTD.
Designation   :   Admin Executive.
Period            :   November 06 to September 07.

Job Profile    : 
Management of Employee Attendance, and day to day maintenance of office, Supervising and assigning duties to all assistants and office boys. Responsible for MMR, Inventories and Consumptions record. Keeping a track record of Couriers & Postal. 
Handling Vendor Management, Key Management and Transport management, House Keeping, Security and Pantry management. Handling Printing and Stationeries, Carpentry & Plumbing issues. Keeping a track record of A.M.C, Liaison with various offices likes that of Telephone Exchange, MSEB. Handling land registration, new phone connections for employee, payment follow up also processing bills of Telephone, Electricity, Hotels, and Stationeries & Printing etc…

Worked with Total Solutions in TATA Consultancy Services. 
Designation   :   Sr. Admin Executive.
Period           :    May 2006 to November 06
Job Profile   : 
Providing Services ranging from General estate Administration, Operation of Various system like water supply, power, Air-conditions, House keeping and   Security, Mail room supervision, Electrical and  mechanical services, Keeping a track record of A.M.C. and renewal. Handling Vendor Management and Transport management, also new joinees formalities & Facility Help Desk. 

Worked with Aqil Aquatic in Hiranandani – Powai  
Designation :   Admin Executive  
Period          :   March 2003 to Jan 2005 
Job Profile   : 
General Administration of Front office & Back Office, system supervision, Security & House keeping also Printing & Stationeries. Calling for tenders quotations and estimate for various contracts and finalizing rates/items and conditions, managing of companies movable and immovable properties and mail room supervision.
Operating system about Facility Help Desk: – 

Attending and Logging of Calls on Help Desk. 

Attending complaints calls and Forwarding to concern person. (Like: Ac operator, Electricians, House keeping, Plumbing, Carpentry etc…) 

Update calls on status and get feedback successfully on completion of calls. 

Maintain contact with appropriate maintenance person when conditions occurred required on site and solving all problems located on site. 

Prepare daily, weekly -Monthly Management Report including time taken for job completion Manpower utilized, pending calls etc… 

Preparing work Order / job request for the operation and Maintenance person for every user request / complaints. 

Provide information to occupant on General Enquires. 

       
I here by informed that the above information is true the Best of my knowledge.   

                                                                                      Manish D Rane.
