

Yogesh Vijay Adhav
E-Mail: yogeshadhav87@gmail.com                                                            Mobile: 8668809985                                                                                                                                

OBJECTIVE
To work in a professional and challenging environment, which provides an opportunity to develop and apply skills required to meet business requirements, at the same time satiate the craving to take more responsibilities and grow with the organization.

PROFESSIONAL SUMMARY
	ORGANISATION
	DESIGNATION
	PERIOD

	  Vilas Javdekars Developer’s Pvt Ltd
	     Admin Executive
	15.12.2019 TO JAN 2024

	  Krisala Developer Pvt Ltd
	     Admin Executive
	 APRIL 24 TO NOV 24

	
	
	



WORK EXPERIENCE 							      

 Workforce Development and Management:

· Coordinating the Induction program for the new recruits: Introducing to all Department Heads, arranging site visit to explain work culture and induct familiarity with the organization
· Facilitating the joining formalities and handholding for the new recruits
· Organizing Fun at work activities like birthday celebrations, festival celebrations

JOB RESPONSIBILITIES: 
As in charge of the department, I have handled the following job responsibilities.


ADMINISTRATIVE FUNCTIONS:

· Help H.R. Manager for Recruitment of the employees on various position
· Ensuring smooth Communication Systems, supervising of Stationary and Printing matter, Maintenance of office equipment, etc.
· Approving of Payments Vendor Management and other administrative work.
· B.O.C.W of all labor coordinating with Safety Officers and Credai Pune. 
· All Office boy, Housekeeping janitors security guard recruitments and trainings.
· Daily attendance of all office boys, Housekeeping agency Security agency all Offices and Sales offices.
· Stationary (Purchasing, distributing to all Offices, Sales Offices & Sites and keep a track record)
· Petty Cash (Daily Purchasing pantry material, Birthday celebration and festival decoration)
·  New Sales Office set –up (Pantry, Crockery, Housekeeping Agency, Security agency, Office boy)
· All EVENTS give all Admin Support to Sales team & Marketing Dept. (Housekeeping, Security, Stationary etc.)  











EDUCATION QUALIFICATION

	QUALIFICATION
	YEAR OF PASSING
	COLLEGE/ University

	Motor Mechanic
	2003 To 2005
	SAINT JOSEPH TECHNICAL INSTITUTE

	H.S.C
	2007
	MAHARASHTRA BOARD

	S.S.C
	2002
	MAHARASHTRA BOARD




COMPUTERPROFICIENCY
Proficient in MS Word, MS Excel.


PERSONAL DETAILS

	DATE OF BIRTH
	29th  June 1987

	MARITAL STATUS
	Unmarried

	LANGUAGES KNOWN
	Hindi, Marathi, English










Date:

Place:     					                                        Signature




                                    Yogesh Vijay Adhav






