UMESH V UNNITHAN
          






       


[image: image2.jpg]



Mobile:7350473333/9995115151/9495925151    

E-Mail:umesh_unnithan@yahoo.co.in/umeshunnithan@gmail.com
To climb the ladder of success and reach the highest echelons in the corporate world by joining an exemplary organization where skills, hard work and commitment to work is well rewarded.
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· Working as Manager – Administration & Liaison with Malabar Developers Pvt Ltd, A sister concern of Malabar Group of Companies.

· Worked as Deputy Manager Administration at “SOBHA LIMITED” one of India’s most desired real estate company with a total experience of 20 years. 

· Proficient in organizing and co-ordinating training programs for improving employee’s efficiency.
· Possess Good Interpersonal, Mentoring and Organizational Skills with proven abilities in team building. 
· Excellent communicator with strong negotiation skills having team player quality & analytical power. 



Malabar Developers Pvt Ltd. – Kozhikode.              22nd March 2017 – Till Date

Manager – Administration & Liaison                  Reporting To: CEO, Directors and Chairman

Job Profile:    

	· To foster and sustain strong working relationship with government authorities and other bodies ensuring that all required approvals are received by MDPL for smooth project execution within the timeline.


A. Primary responsibilities

	Functional

· Lead team in applying and obtaining NOC license with various government authorities for ‘Change of Land use’. 

· Liaise with government departments like Electricity Board, PWD, Panchayat, Water authority, Corporation office, Taluk office, Village office etc. for obtaining all necessary permits for commencing construction. 

· Liaise with government officials for obtaining the occupancy certificate. 

· Interact with local residents and leaders and ensure effective crisis management if such situation arises at the construction site. 

· Assist in the formation of resident’s association and in resolving concerns of the residents. 

· Manage the queries, complaints and concerns received from government authorities in relation to the projects that arise.

· Scan the external environment for any changes in governmental regulations/ statutory requirements and stay abreast of all relevant policies, regulations, and standards. 

· Review the internal audit findings with respect to the department and implement corrective actions to ensure closure.

· Provide guidance to team members for carrying out their day-to-day work efficiently in corporate as well as the regions. 

· Key projects handled 

1. Marina convention Centre (Occupancy & Numbering)

2. Royal Mangrove 1 (Occupancy & Numbering)

3. Bamboo Park 1 (Building Permit, Occupancy & Numbering)

4. Bamboo Park 2 (Building Permit)

5. Montana Estate (Layout Approval – renewal (Acre – 45))

6. Montana Estate (Layout Approval – New (Acre – 105))

7. Cloudberry (Building Permit)

8. Turmeric Park (Occupancy & Numbering)

9. Royal Gardens (Building Permit)

10. Grand Oak & Royal Pine (Occupancy & Numbering)

11. Green county, Malabar Hills- Perinthalmanna – Layout approval

12. Royal Mulberry, 

13. Malabar Head Quarter (Occupancy & Numbering) 

 and various other small projects like : compound walls, wells, Electrical room, pump house, commercial, Villa’s permits etc.

Internal process

· Ensure development and deployment of Standard Operating Procedures in the department

· Lead liaisoning activities in the organization ensuring that the required permissions are granted within the specified time.

· Review and present reports and MIS as required to the top management. 

People development

· Take overall responsibility for people development initiatives and building up in-house capabilities for the employees in the department.

· Drive a performance driven culture in the team by timely monitoring, review of performance parameters and feedback to the team members.

· Contribute towards development of talent for the department by providing subordinates with adequate exposure and growth opportunities.

· Actively participate in HR initiatives to drive overall engagement and motivation.



	· “K-RERA” Registration and coordination for quarterly follow ups

· Completed registration of 7 projects in K-RERA and certificates received.
· Online submission of all the 7 projects in RERA web Site.



B. Key Interfaces

	Internal Interfaces
	External Interfaces

	· Designing team

· Projects team

· Business Development team 
	· Government departments 

· Residents’ association 

· Local bodies


Sobha Limited. - Pune

                                               17thMarch 2004 – 20th March, 2017

Deputy Manager – Administration                                             Reporting To: Regional Head

Job Profile:            




Handled 4 locations - Pune, Mumbai, Nagpur & Indore. 

·  Travel and Concierge Services.

    Dealing all types of travel like bus, train & air booking as per the streamlined policies of the Company. And hiring of vehicles as and when required and negotiation with vendors for better Service and rates.

· Managing Accommodation Related Activities

 All accommodation related activities like staff, technician and labour shed near project area and negotiations with owners and brokers. Planning with project team for accommodation requirement preparing of MIS and quarterly visiting the accommodation to check the occupancy and hygiene.  

· Hiring and Engaging Security Agency.

Hiring and engaging security agencies for the project and offices located in various places. Negotiations and finalisation of security services. Keeping a close watch on the daily activities and found any discrepancies relevant actions to be taken and impose fines.

· Establishment and Functioning of Medical Care Centre.

As per the statutory guideline if the labour strength is more than 500 MCC is must with an ambulance facility. Negotiations with nearby hospital for establishing hospital facility inside the campus and arranging all required facility and equipments for the MCC.

· Establishment and Functioning of Day Care Centre.

 As per statutory law any women workers are working in the site day care facility will be provided. Based on this negotiate with NGO who can provide the day care facility and finalizing the same based on their past record and experiences in the field.

· Managing Accidents

Handling all accident-related activity with hospitals, statutory bodies and resolve it with an amicable settlement. 

· Communication Services.

Landline, mobile and data connections based on the requirement and processing the bills and payments based on the eligibility of the user.

· Stationary and Printing Services

Negotiating with vendors and finalizing the rates and issuing PO and preparing GRN and process the payment. All the request should reach the department before 5th of the month and close control over the qty and use.

· Courier Services

Arranging external and internal courier services for the project and office which includes appointment of internal courier boys and external agencies.

· Photocopy Services.

Arranging agency for the hiring of photocopy machines and AMC for the company owned machines 

· Central Record Rooms,

Keeping all records and documents as per the statutory requirement and keeping track record for the movement of the records.

· Conduct of Poojas & Events.

Conducting of bhoomi pooja and arranging marketing events, meetings and other functions which include broker meet, project launch, vacations and holiday trips for employees as per company policy. 

· Management of Contract Employees.

Administration department is handling the facility management in office and some sites when required, which includes recruitment of man power and salary finalisation, PF, ESI and other statutory documentations.

· Statutory Approvals.

Statutory approvals like shop act license, labour license and other related activities which required for the site and office functions. Engaging labour contractors and their licenses and other statutory documents related to smooth functioning of the site and office.

Handled plan approvals and other approval from the governing body in the absence of the liaison department. 

Coordinating with Pune Municipal Corporation for approvals regarding building plans and file positions and co coordinating the same with architect if any correction required.

Coordinating with legal department for title deed verification, land survey and land possession.

Coordinating with consultant for legal issues related to land and informing the management about the new applicable rules and regulations of the governing Body.

Coordinating with marketing team for the market research about the land parcels and coordinating with liaison team & land Purchase team for proper land purchase.

Placement sales & Services, kollam                                                            August 2002 – February 2004

Branch In Charge                                                                                       Reporting To: Area manager 

Job Profile:   

· Managing Office Function:

Managing day to day office function with a team of 7 direct staff & 200 indirect staff.

· Interact with customers

         Handling customers who enquire about the product and detailing them.

· Interact with Agents

      Detailing of the product as well as the functions of the firm to understand the office functions to the team.

· Detailing of Various Products

      While a new product or a scheme launched the detailing of the product of scheme and product to the agents to understand the product.

· Coordination with Head Office.

      Proper reporting to head office about the day to day activities and functions.

· New product awareness classes

· New vendor identification

· Vendor Management

· Banking Operations 

Collections depositing in bank and management for the office functions, handling the office with the allotted budget. 

Sobha Developers Pvt. Ltd.
                                     






January, 1997 – May, 2002

Executive – Operations                                  

 







    Reporting To: Project Manager                                                    

Job Profile;

 Worked in Coimbatore site for 3.5 years as Operations- executive and handled all office and site functions, 6 months worked as store in charge in one real estate project in Bangalore and Infosys campus at Mysore as dedicated Admin Executive.

·  Accounts.

Handled all cash related transactions, labour payments, 

· Local Purchase. 
Purchasing of materials locally for the site requirement and keeping track record for accounting purpose
· Project Approvals.

Coordinating with panchayat authority for project approvals and coordinating with sub register office for registration of land and other documentation in Coimbatore project.  

· Labour Management.

Labour entry and other labour related activities in the site in Coimbatore and Mysore. This includes accommodation of a man force of 7000 labour in Infosys Mysore project.

· Store in charge.

worked as store in charge for a shorter period of 6 months in a real estate project in Bangalore and handled all store functions which includes preparing of GRN, material inward register, stock ledger, monthly stock statement, 

Introduced bin card system in stores, implemented computerised stock report first time in the company on 2001-2002 period.

·  Accommodation.

Arranged accommodation for a strength of 7000 labour and 1500 technician and 400 above staff in the Infosys Mysore campus  




· Best Employee award in 2008 from Sobha Limited.

· Associated with Bharat Scouts & guide program in School as the School leader for 3 years in High School

· Associated with National Service Scheme in College and awarded best cadet.

· Associated with Literacy mission in Kerala 




· MBA from Bharathiar University with 53%

· PGDCS from Data pro information technology with 72%

· B. Com from Kerala University with 52% 



Date of Birth



:  25th May, 1974.

Address







Permanent



:  ALOOR VEEDU, INCHAVILA P O, PERINAD, KOLLAM, KERALA – 691601


Present      



:  ALOOR VEEDU, INCHAVILA P O, PERINAD, KOLLAM, KERALA – 691601

Passport   No 



:  N 2527860

Passport issue Date

: 24/08/2015

Passport Expiry Date 
: 23/08/2025

Marital Status



:  MARRIED. 

Notice Period



:  1 MONTH

                                                                                                                                     (UMESH V UNNITHAN)
 PROFESSIONAL PREFACE
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