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Address :6B/801, Shubham Karoti,
                Lokhandwala Circle, 

                Andheri West,

                Mumbai-400 053..                     

Mobile  :  98208 25087                  
E-mail   : dhanraj_9@yahoo.co.in               








     

	CAREER OBJECTIVE:

	   Highly organized and results-driven professional with over 16+ years of experience in Administration and Operations management with Business Development. Adept at using new technologies, optimizing processes, enhancing productivity, and ensuring smooth day-to-day operations. Proven track record in managing office functions, improving operational efficiency, and leading cross-functional teams to achieve organizational goals. Demonstrated expertise in project management, budget control, and strategic planning. Committed to delivering exceptional service and supporting organizational success through effective leadership and continuous improvement
along with getting the fresh business. Strong problem-solving skills with a proactive approach to achieve operational excellence. On a personal level, I am very reliable and honest, with an ability to work under pressure.



	EDUCATIONAL QUALIFICATIONS:


MBA - Completed MBA in Operations Management from I.S.M.S. with 69.57 %                  
B.E.   - Completed B.E. in Electronics & Telecommunication from  Mumbai University        with  66.80 % in 2007.                    
Diploma  - Completed Diploma in Electronics from  Mumbai University with 80.29 %  

S.S.C. - Completed S.S.C. from St. Anthony’s High School, (Santacruz) with 76.66 % i
N.C.F.M.- Passed NCFM Dealers Module with 69 % marks in my first attempt.
Companies worked for : Cyril Amarchand as Sr. Manager : Admin & Facilities  

                                             Vivarea Condominium as Sr. Estate Manager

                                             Zaggle Oceanic as Associate Director : Admin & Procure.
	WORK EXPERIENCE: (Total 16 years & 7 months’ experience).


ADMINISTRATION:
- Lead and manage the entire administration function, including facility management, general office administration, vendor management, and the Global Travel Desk.

- Understand the needs of various departments, formulate strategic interventions etc.

- Ensure compliance with required facility and office statutory requirements, handling and managing related licenses and certifications, including the Shops & Establishment Act.

- Manage admin contracts for vendors across all  groups.
- Finalize budgets, monitor and control administration capex/opex expenditures, and maintain cost efficiency in admin assets inventory as per global budget guidelines.

- Liaise with consultants and suppliers, overseeing site and resource management across multiple locations.

- Establish and maintain sustainable long-term partnerships with vendors and suppliers;

monitor performance to meet service, cost, delivery, and quality norms; negotiate pricing, quality improvement rates, timely delivery, and credit terms.

- Direct end-to-end management of corporate events and functions internationally.

- Partner with safety and security advisory service providers to ensure workplace safety and security across all locations
Operations:
Strategic Leadership: Develop and communicate the strategic vision, objectives, and goals in alignment with market trends, client needs, and industry best practices..

Client Engagement: Serve as the primary point of contact and trusted advisor to clients building and maintaining strong client relationships. Understand client needs, challenges, and objectives..

Governance Oversight: Provide leadership and oversight of the firm's internal governance structures, policies, and procedures

Risk Management: Develop and implement a robust risk management framework to identify, assess, prioritize, and mitigate risks associated with the firm's operations and client engagements

Compliance Management: Ensure the firm's compliance with relevant laws, regulations, standards, and industry guidelines.,.

Quality Assurance: Implement quality assurance processes and controls to ensure the delivery of high-quality  services to clients, including audit quality, compliance with standards, and adherence to best practices. Conduct regular reviews, audits, and assessments of client engagements and internal operations. 

Thought Leadership: Stay abreast of industry trends, regulatory developments, and emerging technologies and share insights, best practices, and thought leadership with clients and the broader community. Represent the firm at industry conferences, seminars, and events

My SKILLS: 
Master’s degree in business administration,  Extensive experience (17 years) in a senior  leadership role  with a strong background in governance, risk management, and compliance, best practices, with expertise in areas such as regulatory compliance, internal controls, risk assessment, and audit, Proven track record of successfully leading and managing  projects, engagements, and teams, delivering high-quality services and solutions to clients on time and within budget. Excellent communication, presentation, and interpersonal skills, with the ability to build rapport, influence stakeholders, and communicate complex concepts effectively.

Strong business acumen, strategic thinking, and decision-making abilities, with the capacity to analyze problems, develop solutions, and drive results in a dynamic and fast-paced environment. Demonstrated leadership qualities, including vision, integrity, resilience, and the ability to inspire and motivate others to achieve excellence and exceed client expectations. Entrepreneurial mindset, with the ability to identify opportunities, innovate, and drive business growth and profitability for the GRC firm.
Acheivements Highlights:
         Achieved service level contracts, reduced on admin overhead expenses; thereby saving an average of  INR15 lakh in overall administrative cost.

· Negotiated an exclusive corporate deal with UBER & OLA for local and international transport; thereby saving an average of 12% in the overall transport cost.

· Negotiated an exclusive corporate deal with Telecom giants – Vodafone & Airtel for both voice and data connections.

· Was instrumental in successfully launching & setting up of the “Stationery Software Project”.

· Was instrumental in successfully launching & setting up of the “OLA /UBER Project”.

· Was instrumental in successfully launching & setting up of the “Attendance Software Project”.

· Successfully organized Covid-19 vaccination drive in Mumbai office.
· Brought & developed  business for Cyril Amarchand Mangaldas as well in the past.
	Academic Achievements: 

	· Awarded J.R.D.Tata Trust Scholarship in 2003.

· Awarded Sir Ratan Tata Trust Scholarship in 2003.

· Awarded certificate of Merit for securing Distinction by the Lions Club of Bombay (Kalina) in 2000
· Open Merit Scholarships on a number of occasions.

· Having throughout first class during academic career.


	PERSONAL DETAILS:

	Date of Birth                   :          28-08-1984           
Nationality                      :          Indian

Sex                                 :          Male

Marital Status                 :          Single

Languages known          :          English, Hindi, Marathi, Konkani.
Passport no.                   :          G 3430826



	DECLARATION:

	


I hereby declare that the above-mentioned information is correct up to my knowledge and I bear the responsibility for the correctness of the above-mentioned particulars.

Place : Mumbai                                                                                        (Dhanraj Bhangle)
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