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Durgadutt Sharma

Mob.  8091373487/ 8446503487

PROFILE SUMMARY

· Competent Operations Professional offering extensive experience of 18+ years, with in depth knowledge and functional experience in supporting for all Operation Team, location environment with expertise in Quality, 

· Expertise carrying out preventive and corrective maintenance and carrying out root cause analysis to identify and rectify problems

· Extensive experience in conceptualizing & effecting measures for optimizing resource utilization and enhancing operational efficiency

· Resourceful at maintaining business relationship with clients and customers to achieve quality service norms by resolving their service related critical issues

· Develop new procedures and process to improve company growth and safety in the property.

· Set up health and safety audit procedures and improve efficiencies.

Education Background *
Graduate IN Arts group from Swami Rama Nand Teerth Marathwada University, Nanded-Maharashtra.

Diploma in Fire & Safety Management from International council for Management Studies-Chennai.  

Fire & safety Certificate from NIFS- Hoshiarpur.

Work Experience: -  18.8 Years (Operation + Fire & Safety & Security Administration)

1.  Manager, Vendor Club Pvt Ltd  Pune, , India |July-2021 – March-2023, 
· Prepared annual budgets with controls to prevent overages.

· Responsible for year-over-year business growth while leading operations, strategic vision and long-range planning.

· Reduced process bottlenecks by training and coaching employees on practices, procedures and performance strategies.

· Performed statistical analyses to gather data for operational and forecast team needs.

· Managed budget implementations, employee evaluations and contract details.

· Handled the project developing part.

· Training of Tele calling & Marketing Staff and responsible for provide the data.

· Meeting with new business partners and vendors.

· All over administration work.

2. Assistant Manager- Security Administration  & Fire Safety, Inox Leisure Ltd. Pune & Amritsar, ,[2013 – 2021]
· Developed loyal and highly satisfied customer base through proactive management of team customer service strategies.

· Directed promotion and brand loyalty efforts to build direct relationships with customers.

· Helped with planning schedules and delegating assignments to meet coverage and service demands.

· Monitored cash intake and deposit records, increasing accuracy and reducing discrepancies.

· Monitored security to protect employees, customers and property.

· Recognized staff for contributions to company success to foster engagement and increase productivity.

· Monitoring & Briefing all staff Day to Day Activities.
· Controlling Pilferage, theft & fraud management.
·  Proved accurate and timely advice to staff.
· Observe the staff and customer.
· Monitoring the CCTV and report to Unit Head or Security Admin Regional Manager.
· Guide the customers to screen side they have on tickets. And exit side at exit time.
· Cross Checked the tickets inside the Audi.
· Preparing and maintaining firefighting reports & inform to Unit Head.
·  Have fare exposure of handling Security activities
· Taking Total control of Operations & Security.
· Asset Management with detail audit report & Handling monthly audits.
·  Reviewing & preparing reports as required.
·  Implementation of New Process &, SOPs for smooth function of Security Operations.
·  Handling & resolving issues, related to operation & Security
· Monitoring Team Performance.
·  Fire and safety training to staff.
· Investigate all damage and short, excess cases.
· General administrative duties.
·  Achieved high level of customer satisfaction by ensuring adherence to service quality standards and norms. Identify training needs & conducted need based training programs for developing multi skilled teams.
· Preparing plans & conducting promotional activities for achieve the target.
· Coordinate with Accounts Team for Submission of arrears bills on receiving revised rates.
· Ensure Correct and Timely Submission of Monthly Invoices to the Customers
·  Handled customer complaints & train the subordinates towards better customer satisfaction.
· Key Management System - Maintain the record of Keys & Custody on Date Wise. (Drawers, Lockers, Cabins)
· Responsible for deals with hotels, Courier agencies, travel agencies for their tariff rates and agreements.
· Handling the valuable and Non- valuable lost and found.
· To ensure the safety & security of INOX employees and property.
· Member of ERT Team.
·  Liaison with local authorities
· Prepare the weekly monthly reports of fire & safety materials.
3. Security Officer & L.P. Assistant, Auchan/Spar Hypermarket Pune, , [2012 – 2013]

· Oversaw daily monitoring and patrolled buildings, grounds and work sites.

· Gathered information, identified and implemented resolution, planned follow-up and logged and filed incident report to successfully manage complaints.

· Greeted guests professionally and courteously to cultivate welcoming atmosphere while making safety top priority.

· Inspected suspicious activities and monitored premises for criminal acts and rule infractions.

· Conducted regular patrols of key areas to spot and control security concerns.

· Wrote detailed reports on property damage, theft, presence of unauthorized persons and unusual incidences.

· Executed security rules and procedures and calmly and promptly escorted non-compliant individuals out of building.

· Reviewed camera and system feeds and alerted proper respondents regarding discrepancies.

· Screened individuals and prevented passage of prohibited articles into restricted areas.

· Monitored central alarm systems for fire, intrusion and duress alarms.

· Monitored and authorized entrance and departure of vehicles, cargo trucks and visitors.

· Secured doors in office and main building.

4. Security Officer in Hotel Gulmohar (Checkmate Industrial services ltd), , Pune[2009 – 2012]

· Promptly received and forwarded incoming communications, such as phone calls, emails and letters, to appropriate staff.

· To supervise the overall safety and security of the hotel property.

· Facilitate learning and development for Security Associate & contract security guards.

· Ensure compliance with policies, systems and procedures relating to security and emergency situations (bomb threats, evacuation etc.). 

· Liaising with Police Department & Fire Department.  

· Training of Security Associate & contracted security Supervisors and Security Guards depending on their duties.

· Ensure all fire exit staircase and landing are kept free from any obstructions.

· Managing the inward / outward transition of Materials. 

· To regulate entry and exit of customers, visitors, vendors, contractors and employees. 

· Controlling the traffic and parking incoming and outgoing vehicles and management fleets. 

· Handling the valuable & non-valuable lost & found.

5. Front Office Assistant, Manifest Info services (p) Ltd. Pune,  |2007 – 2008]
· Produced high-quality communications for internal and external use.

· Maintained optimal office security by monitoring visitors and following precise procedures.

· Prepared meeting rooms and materials and recorded important information.

· Prepared mail and packages for shipment, pickup and courier services to expedite delivery.

· Screened visitors and issued badges to maintain safety and security.

· Directed phone inquiries, answered customer questions and scheduled appointments.

· Greeted visitors and customers upon arrival, offered assistance and answered questions to build rapport and retention.

· Took incoming calls per day, provided information and routed callers to correct personnel.

6. Security Supervisor in Zensar Tech, Checkmate Industrial Services Pune, ,[2004 – 2007]
· Developed improved training methods with focus on public safety and officer awareness.

· Analyzed and investigated incidents alongside functional management and security supervisors.

· Advised security team and conducted investigations of significant threats and loss or misappropriation of assets.

· Inspected security design features, installations and programs to verify compliance with applicable standards and regulations.

  JOB KNOWLADGE
· Legal agreement 

· Purchase Process 

· Operation management 

· Statutory Licensing 

Strengths *
· Strong Sense of responsibility
· Effective communication and collaboration skills
· Quick learner.
· Strong Commitments
  Technical Skills * 
· Knowledge of M.S. OFFICE.
· Knowledge of Advance Excel.
· Knowledge of fire & safety process.
  Interests * 
· Reading Books, Playing Cricket, Listening Music,
Personal Information *
Date of Birth – 23rd Aug 1983

Blood Group        : A+
Nationality – Indian
Marital Status - Married
Languages known - English, Hindi, Marathi, Pahari and Punjabi.
Contact Details & Permanent Address -
S% Shree Prithvi Raj
V.P.O. Bhali, Teh Jawali
Distt. Kangra (Himachal Pradesh)
Pin Code - 176206
E-mail –      Vashishatdd1983@gmail.com                               Regard's
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