	S. Suresh Kumar 

ssureshkumar69@gmail.com      

Mobile : 85239 15344, 82202 77941
No,6 Assisi Nagar, AthiPalayam Pirivu,

Coimbatore � 641006, TamilNadu, India.                                           

                   
	



	OBJECTIVE


             To be a part of company that indulges professional growth which provides challenging and rewarding career while allowing me to utilize my knowledge and skills. 

	EXPERIENCE


   Position  - Administration Officer  
   Name of the Institution � SNS INSTITUTIONS.( SNS International School)
           Thudiyalur � Saravanampatti Road, Coimbatore
   Working Period  - May -2020 to  April- 2024
Admin

1. Checking of infrastructure � Class rooms, Halls, Restrooms, Building and Campus ground & campus surroundings.  Campus, Classrooms, Building cleanliness and maintenance with Housekeeping Supervisor. Securities duties monitoring and their discipline in the gate and following the procedures. Gate registers checking

2. Govt. papers -  Fire NOC, Building stability, Building License, Food safety License, Sanitary certificate to be renewed following with concerned staff after Management approval.  Preparing PO for the requirements after receiving approval from the management by submitting comparative quote from the suppliers.

3. Following the suppliers to deliver / complete the work by fixing the deadline as per our requirement. EMIS website updating the students details regularly. Attending meetings conducted by CEO / DEO / SSA. Tamil nadu recognition file preparing and submitting to the CEO and DEO office. CBSE Affiliation work relating papers preparing.  Recruiting Drivers / Caretakers / Housekeeping workers if any requirement.  Submitting the resume to the Management for salary approval.
4. Checking the Gate and office attendance every day. Indoor Games, Swimming pool, Ground, Tennis court, 5�s football court maintenance. Bills checking for bill passing Kitchen bills, Cash bills, Purchase bills. Checking the attendance and inward / outward notebook daily. Preparing attendance and salary muster by 26th of every month and submitting before 28th / 29th in the HO. Periodic inspection of all the furniture and repairing the same between 2nd / 4th Saturday. If any emergency to be repaired immediately.  Measurement planning for Sports uniform, School uniform, Shoe.

5. Annual purchase of material for students as per the strength before March end. Books, Notebooks, Sports uniform, School uniform, Shoe & Socks, ID card with Holder & Tag, Stationeries. Material distribution planning and distribution. Printing & Stationery for office and all other admin related works in the school.  Checking the kitchen and discussing with the cooks about the improvements, feedbacks from students & staffs. Cleaning and maintenance in the kitchen.  Reception infrastructure and cleanliness.

6. EPF activation of UAN to all workers.

Transport

1. Preparing route chart for the vehicles as per the seating capacity. Allocating drivers according to the route operation.  FC work � Painting, Speed governor, Stickers, Seat covers, First Aid, Emergency door, Fire extinguishers, Camera, GPS, Children foot step. 

2. Renewing Vehicle FC, Insurance, Tax, Emission certificate, Speed governor. Vehicle maintenance Oil service, Greasing, Tyre rebelt, Tyre edge changing and fixing, Oil level checking, Battery condition. TVS XL maintenance, Fuel consumption and Kms running.  

3. Vehicle cleanliness every day and every Friday water washing. Analyzing Drivers behavior and driving skills, vehicle maintenance knowledge. Periodic checking of valid papers available in all the vehicles. Verifying the parking area of all the vehicles and safety. Payment of parking charges before 5th of every month. Sending for repairs / maintenance and verifying the same functioning properly or not before passing the bill. 

4. Fuel bills and other maintenance bills passing every month. Verifying the satisfaction of parents about the vehicle operation, timing, Drivers, caretakers. Preparing Annual Income & Expenditure account and submitting to the Management. Conducting meeting for the drivers and sharing the parents feedback and solving the issues / requirements.

Events / Promotions / Ad�s

1. Preparing budget with the respective staff for event and submitting to the management for approval. Printing of flyers , News paper distribution / Events distribution. Printing of Invitation, Flexes for the event after design approval.  Wanted Ads, Promotion ads releasing as per the instruction from management. 
2. Internal events material purchasing, arranging hall, Instructions to the securities, drivers and housekeeping workers and allocating duty.

3. Group photo for the students in the month of February every year.

4. Annual day  video finalizing and printing.
Position Head - Assistant Facility Engineer

   Name of the Company - Sri Ranganathar Industries Pvt Ltd , Coimbatore
   Period of Service - Dec -2012   to  March - 2015
· Overall responsibility for all maintenance activities including annual maintenance, breakdown maintenance of all equipment, and preventive maintenance systems.
· Ensure that all plant and machinery is being effectively and efficiently maintained by third party contractors in accordance with the maintenance schedules and that all records are accurately maintained.

· Maintaining appropriate systems for preventive maintenance, equipment history and asset list over online tool.

· Providing swift result in repair and maintenance of UPS�s, STS, Motorized change over switches and Air Conditioning systems like Chillers, Package units, spilt units, FCUs, TFAs, VRFs, Cassette Unit, CSU�s, and Precision units.

· Providing quick resolution in repair and maintenance of Pneumatic Pumps and STP operations. Monitor all Facility System Linked to the BAS & SCADA System through PLC. 
· Involved in various equipment�s retrofit by preparing the budget with ROI plan in the term of energy saving and efficiency.

· Execution of various innovative engineering projects to enhance the operation and maintenance activity and Power/water conservation of the facility and involved in installation/implementation of solar plant and third-party power purchase.

· Taken the site for CEA clearance, Additional equipment approval, Lift license, DG registration, OHSAS, ISO14001, ISO27001, ISO50001 (EnMS Awareness &EnMS OCP) and ISO41001 audits in all the perspective and achieved.

· Taken the site for Air and water consents with TNPCB and involved in maintaining and disposing the wastes (Hazardous &non-hazardous) as per TNPCB norms

· Knowledge of Soft service operations (HK & Pantry Services etc).

· Ensure all operational and safety procedures are properly followed. ( Daily inspection of premises for cleanliness and hygiene and take corrective actions as when required.
Position Head � Assistant   Facilities Engineer 

Name of the Company - ISS Facility Services Pvt Ltd, Singapore - 159303

Period of Service � November -2008   to   Nov -2012
· Able to liaise with Space Planner, HSE, Security, Sub-Contractors etc.

· Experience of recruitment, induction and training of a Maintenance

· Control of a Facilities P&L with responsibility for managing budgets and costs Liaise with and source suppliers for maintenance services.

· Overall responsibility for security on all sites.

· Perform Preventive Maintenance Work, Breakdown Maintenance work and Trouble-Shooting

· Coordinate and Supervise contact maintenance/shutdown works and responsive to customer complaints.

· Operation and Maintenance of Transformer DG Set, UPS, Precision AC, HVAC, Fire Pump, Access Control, CCTV systems.

· Supervise Contractors work performance and ensure high safety standards are adhered to site work.

· Maintenance on compressor, Chiller, Cooling Tower, AHU,RHU and General Exhaust Fan and Support system.

· Responsible for whole project which includes Transformers, LT Panels, UPS,HVAC, Fire Protection Access Control, CCTV, PA systems.
Position Head � Assistant  Electrical  Engineer 

Name of the Company - GOLDEN FOUNDRIES,   Gummidipoondi � 601201.

Period of Service � November -2007   to   Nov -2008
Maintenance of induction furnace ( FLUXOTHERM )  Capacity 1250kw.Preventive maintenance  and breakdown maintenance of the induction furnace capacity 0.5 Tonne and 0.3 Tonne. Preventive maintenance and breakdown maintenance of the Generator 45KVA. Preventive Maintenance of all type of Panel, Lighting, Switchgears, Motors and Control Transformers.

Power distribution system of HT Supply total 500 KVA feeder and high voltage grid. Preventive maintenance and breakdown maintenance of Vertical and Horizontal Core Shooter and Sand Mixer. 
Responsible for set up, maintenance and proper housekeeping of the workshop and all M & E services room.
Position Head � Junior Electrical Engineer 

Name of the Company - Coimbatore Premier Corporation (P) Limited , Coimbatore
Period of Service � Aug – 2004 To Oct- 2007
· Maintenance of induction furnace in the main frequency furnace ( ABB)  capacity 986KW and medium frequency furnace ( INDUCTO THERM) capacity 2000kw.

· Preventive maintenance and breakdown maintenance of the Induction furnace and Generator 125KVA and 380KVA.

· Power distribution system of HT Supply in the 22KV, 3 Phase total 2480KVA feeder and high voltage grid. 

· Installation, Termination, Commissioning and Control Cable, Power Cable.Jointing and Modification of Copper Cable Network.

· Earth Testing and Tag Testing,Prepare all required specification, operating procedure and working instructions and ensure all documentation are properly updated and maintained.
.
	ACADEMIC QUALIFICATION


              Bachelor of Engineering   ( Electrical and Electronics ) 
                  KumaraGuru College of Technology, Coimbatore, Tamil Nadu.

                 Year of Study: 2000 � 2004, Secured - 61%.
                Diploma in Electrical and Electronics Engineering.

                Sri Narayana Guru Institute of Technology, Coimbatore, Tamil Nadu.

                Year of Study: 1996 � 1999, Secured � 64%.

	SKILL


· Platform
                      :       Windows98/XP/Linux

· Scripting Languages           :       HTML
· Office Suite
                      :       Ms Office
	PERSONAL SKILLS


· Ability to adapt any situation and environment.
· Comprehensive problem solving abilities.

	PERSONAL DETAILS


	Date of Birth

	06-09-1979

	Marital Status                 
	Married

	Gender
	Male

	Nationality
	Indian

	Passport Number           
	P6006253

	Languages Known          
	English, Tamil (To Read, Write and Speak)

	Permanent Address
	No:6, Assisi Nagar

Athipalayam Privu, Ganapathy

Coimbatore � 641006, Tamilnadu, India



	DECLARATION


                   Hereby I declare that all the details given above are true and correct to the best of my knowledge and belief.                           

Place: Coimbatore                                                                                  Yours Sincerely
                                                                                                                                                                                                                                                         

                                                                                                                 Suresh Kumar S                 

