                                                                                        GAUTHAM KUMARR
Contact Details: (+91) 8792679292, 9845381368
E-Mail: gauthamkumarr30@gmail.com; gauthamkumarr@gmail.com. 

Career Highlights

 A candidate who is experienced in handling client requirements and closing issues in least turnaround time.
 A candidate who has the ability to manage relationships with all internal and external stakeholders. 
A Candidate who possesses an ability to interact professionally with a diverse group. 
A candidate who is keen on detail, well disciplined; and has good communication skills.

Area of Expertise

· Handling multiple clienteles. 
· Review & assistance in negotiating contractual terms.
· Resolving user queries.
· Management of Complete operational facilities.
· Communication with all levels of management.
· Participated in vendor / contractual price negotiations.
· Procurement of Services.
· Adept in invoicing process.

                                                                                       Employment Detail

Working for Gallagher Center of Excellence from January 6th 2025 till date in the field of Insurance
[bookmark: _GoBack]Responsible for working on new insurance policies and renewal policies

Working for Brick Work India Private Ltd from March 20th 2017 to November 27th 2024  in the field of Administration and Procurement.
· Made travel, transportation and accommodation arrangements for the clients.
· Preparing the travel & expense report on a monthly basis and submitting it to the client for approval.
· Interacted with AP invoice team and ensured the processing of invoices.
· Responsible for booking meeting rooms for clients.
· Worked on the tickets, uploaded them in gnosis and sent them for a Docusign.
· Responsible for raising I-saver passes and provided the Cross site access to the clients.
· Took training to the candidates and conducted audits.
· Worked on Ad-Hoc projects of other teams and currently handling ZPR (Zoetis Pet Care Rewards) process. 
· Worked on Content Management
· Conducting Trainings and Assessments for candidates working on ZPR.
· Preparation of Quotes for products.
Worked from 28th May 2012 to 8th July 2016 (4years and 2 months) for Infosys BPO Limited as a Senior Executive in Sourcing/Procurement Domains.
· Worked on contracts (i.e.) creating new request and change request documents for the ADAM Process.
· Dealt with contracts falling under Upstream, Refining & Marketing, Corporate & Functions and Alternate energy segments.
· Handled multiple clienteles (Wipro, IBM, SAIC, TCS & Infosys) across geographies.
· Managed contracts with service suppliers of the client to ensure compliance and resolved contractual deviations.
· Ensured all anti money laundering laws were being adhered to by the supplier to safeguard the client’s interests.
· Experience in dealing with various legal entities across the continents.
· Maintained the GL transactions and other financial activities for the Charming Shoppers Project.
Worked in multiple roles from 1st May 2009 to 30th June 2010 (1 Year) for Government of Karnataka in Administration/procurement domains.
· Managed, procured, processed and handled over 3000 DSC and Encryption certificate applications for 40 departments across the state.
· Received delegates and bureaucrats visiting the state and looked after their needs and requirements.
· Handled reports related to the state administration. 
· Interacted with the e-Mail creation department in establishing the mail ids for state government employees.
· Was a part of the team handling tender and bidding process for e-Procurement
· Coordinated and interacted with departments like NIC (National informatics center) for procurement of DSC and Encryption certificates.
· Successfully completed projects concerning the establishment of Bangalore 1 Centers, Procurement of surveillance camera and Paperless office management.
Worked as an Executive (Administrative/Procurement and Facilities) from 27th August 2007 to 15th April 2009 (1 Year and 8 months) for Wipro Technologies.
· Handled the complete management of an operational facility which included 47000 sq. ft. of office space. The Scope of work was to coordinate with various departments to ensure presence of all necessary amenities in the location.
· Coordinated with the hospitality department and made arrangements for the necessary amenities to the guests who visited the facility.
· Managed the housekeeping staff, travel and security to ensure proper services were provided to the stake holders without any delay
· Participated in procurement of commodities and took care of the contractual formalities from initiation to closure.
· Participated in EMS (Environment Management System) and 14001 audits and managed emergency evacuation plans for the facility.
· Responsible for monitoring and tracking office space details by interacting with the PMO group to take necessary action on occupancy optimization.
· Coordinated with the Facilities department and ensured proper implementation of the facilities in the location.
· Followed strict adherence to SLA norms mandated by the organization.
· Was awarded PRAGATHI certificate for Quality and continuous improvement.
Education	

2005    MBA
2002    B. Com
1999    PUC 
1997   10th ICSE
IT Skills
· Possess knowledge of Microsoft Suite (Excel, Word and Power Point), SAP MM (Creating PO and PR, Material Master Records, Vendor Master Records, Goods Receipt and Good Issue), Worked on SAP Ariba (Raising of PR)








Personal Profile

Date of Birth: 30th April 1980

Address: 33/5, 8th main road, 12th cross, Malleshwaram, Bangalore - 560003

Language Proficiency:  English, Kannada and Telugu.

Regards

GAUTHAM KUMARR
