Jayam Santosh Kumar
Contact No: 8971984879
Email: santoshjayam@gmail.com



To seek a successful & challenging career in reputed organization, which has enormous scope for development, with all my qualities that include know-how, confidence, leadership and communication skills.

PROFILE SNAPSHOT

Resourceful professional having 18+years of experience which includes 10+years of experience in School & College Administration, Operations, Facility Management, Infrastructure Management, CCTV Management, Travel Arrangement, Event Management & Vendor Management, and includes 8+years of experience in Channel Sales, Retailing & Key Account Management.

WORK EXPERIENCE		
EuroSchool – North Campus							                June’23 – till date
Admin Manager

EuroSchool are a network of educational institutions known for their holistic approach to learning, combining academic excellence with a focus on extracurricular activities and personal development. Emphasizing a global outlook, EuroSchool aim to cultivate well-rounded individuals capable of thriving in an interconnected world. With modern facilities, innovative teaching methodologies, and a commitment to nurturing talents beyond academics, EuroSchool provide a conducive environment for students to grow, learn, and excel in various spheres of life. EuroSchool is a part of Lighthouse Learning.

Roles & Responsibilities:

· Supervising the maintenance and functionality of school facilities, ensuring they are safe and conducive to learning.
· Managing administrative staff, assigning tasks, and ensuring their performance meets the school's standards.
· Successfully planned and executed budgets for various school events, maximizing impact while minimizing costs.
· Implemented and managed annual safety audits, identifying and mitigating potential risks in the school.
· Successfully planned and executed students educational field trips, outstation trips, and teacher events, promoting learning and team-building
· Assisting in petty cash expenses, monitoring expenses, and ensuring financial resources are allocated appropriately.	
· Facilitating communication between various departments, staff, students, and parents as necessary.
· Ensuring adherence to health and safety standards, including emergency preparedness.
· Identify vendors, obtain quotations; analyze and compare quotations; negotiate and shortlist appropriate vendors, finalize terms and conditions.
· Coordination with accounts department, Invoice Processing, checking bills for clearance for payment related process. Vendor payments.
· Acting as a point of contact for external stakeholders like regulatory authorities and vendors.
· Skilled in Oracle Applications & iprocurement for raising Purchase Requisitions & Purchase Orders.






3Yumbak Foods Pvt Ltd								Jan’22 – May’23
Territory Manager 

Roles & Responsibilities:

3Yumbak Foods Pvt Ltd is a food company based in Mysore. They specialize in making ready-to-eat and ready-to-cook meals using both millet and non-millet grains. Their focus is on traditional cooking methods and healthy ingredients. Making tasty and nutritious meals without the hassle of cooking from the scratch.

· Territory Management: Spearheaded supply chain operations for Bangalore territory, ensuring seamless logistics and distribution.
· Sales and Collections: Consistently met or exceeded sales targets, managing collections and driving revenue growth.
· Product Placement: Strategically positioned products in local retail outlets, maximizing visibility and market penetration.
· Event Marketing: Participated in exhibitions, showcasing products and promoting brand awareness.
· Event Operations: Successfully set up and managed stalls at various tech parks, ensuring efficient stock management.
· Team Leadership: Recruited and supervised interns for product promotions, fostering a productive and goal-oriented team environment.

Whitefield Global School 								Aug ’16 – Dec’21
Admin Executive (Admin & Operations)

Whitefield Global School “WGS”, an Institution of Chalasani Education Trust, is totally committed to imparting holistic education to the children and turn them into responsible global citizens for the future.The School is situated on a picturesque 2.5 acre of land, free from both noise and air pollution, and is within the close proximity of IT Corridor and major corporates.
Roles & Responsibilities:
· Info-Hub for providing admin related information, supervising school admin.   
· Managing the Facilities, Maintenance, Housekeeping, Security & Vendors.
· Up keeping administrative facilities, ensure availability of miscellaneous requirements.      
· Managing and finalizing the purchases and vendors.
· Analyze and qualify suppliers based on Technical & Commercial Background.
· Collate requirements, RFQ, Quote Analysis and releasing PO.
· Monitor Safety, Security and Hygiene in school premises.
· Organize field trips /excursions for students and teachers.
· Liaison between local government authorities (public instructions, law and order) and school.
· Organizing for AMC for all office equipment’s and ensure they are being properly maintained
· Responsible for maintaining statutory compliance records. 
· Responsible for providing campus tours for prospective parents and provide guidance on the variety of teaching initiatives taken by the school.
Additional Responsibilities during Pandemic:  

· Worked closely with the process of dispatch of books.
· Coordinating with Book vendor and the parent to close the issues with context to delivery of books.
· Implementing SOP’s as per guidelines by Government.
· Monitoring the Log Registers.
· Coordinated for organizing Vaccination Drives for Teachers, Admin Staff and Parents.
CMS Business School (Jain University)  						Oct’13 – Aug ‘16
Marketing Coordinator / Admin – Facilities 


Jain University is promoted by the Jain University Trust. The Jain University Trust is managed by the JGI Group. Headquartered at Bangalore, the JGI Group represents a cluster of 85 vibrant educational establishments. After 23 years, the Group is today home to over 45000 students and 4500 staff members engaged at the P - 12, Offers programs in Management, Commerce, Engineering & Technology, Sciences, Languages, Social Sciences & Humanities undergraduate & postgraduate levels across 64 campuses and centers of excellence.

Roles & Responsibilities:
· To implement regular telesales, telemarketing, e-marketing & direct mail campaigns within the Department.
· To maintain Press & Radio database and distribute press releases under the direction of the Marketing and Admissions Manager.
· To Promote CMS B School through various Educational Fairs held PAN India.
· Coordinate for MBA (JET) Entrance exam across India.
· Experienced in counseling students.
·  Well versed with individual and group counseling.
· Coordinate for Workshops, Seminar’s, Management Fest’s, MDPs and National Level Seminars in Campus.

· To adopt a professional attitude and high standard of personal presentation at all times.
· Managing day to day operations of the college.
· To Monitor Inventory (Stationery) and office stock.
· Communicate and coordinate with agency partners and vendors for timely supply of Office Stationary.
· Well versed with Setting up and coordinating meetings, conferences.
· Arranging for AMC for all office equipment’s and ensure they are being properly maintained.
· Supervising House Keeping Team to maintain cleanness in the Campus.
· To Ensure the Student Date base is correct and up to date.
· To make sure Best Standards of service are given to Students.
· Build and maintain excellent relationships with staff throughout College.
· Drafting all sorts of business correspondence, letters and emails.


Accomplishments:
· Demonstrated excellent abilities in customer orientation by assisting the marketing department in promotional activities and campaigns
· Provided backup support to other departments which was highly admired by the Registrar & Dean

Sony Center (Nitih Infotech)						          Oct’2009 to Sep’13
Store Manager. 
Roles & Responsibilities:

· Responsible to manage total store level operations including staff hiring, training, evaluation and work schedules.
· Coordinate Inventory control, receiving; merchandising and store management.
· Responsible for all personnel management, merchandise selection, presentation and the operational activities of store.
· Ensured excellence in customer service and resolved problems at the store level.
· Reporting to ASM and MD about daily activities and sales proceedings.
· Accountable for achievement of Customer Satisfaction and Business Targets of the store. 

Nitih Infotech PVT LTD.							 Mar’2005-Aug’2009
Manager – Sales 

Nitih Infotech are the authorized Importers and Distributors of Imation Data Storage Products and Sole Distributors for Sony Data Storage Products with presence across A.P. & Karnataka and with annual turnover of approx 22 Crores.

Roles & Responsibilities:

· Managing /coordinating with Dealer-Network& supporting them with sales and marketing.
· Planning & Deploying the Marketing Activities
a. Manage strategic execution of Promotional Plans for CD-Rs/Floppies.
b. Organizing product display contest to promote brand awareness. 
c. Spearheaded the launch of Unbranded Patented CD-R – AR Media A+ which is owned by Nitih Infotech & exclusively manufactured by Imation Singapore Pte Ltd for Nitih Infotech.
d. Taking part in exhibition-GITEX (Hyderabad), Replication Asia and IT Trade fair                                                                                                                                                                                                                                                                                                                                                                                                                            (Delhi). 
· Marketing through MBO- Uniform sales target are fixed for the Distributors & Dealers on monthly basis. When achieved they are given incentives.
· Training the Distributors’ sales person- this training is quarterly to upgrade them about the Companies new ventures, products, policies & strategies to have an edge over the competitors.
· Sales Promotion - Brand Promotion Activities-Individually handled GITEX International Exhibition (2006 Jan, 2007 March) in Hyderabad. & Data QUEST IT Fair (Nov 2006) in Kakinada,Organizing display contest and Dealer meets.
· Sales Forecasting – This is on the basis of the last 3 months performance of the distributors & the market trend.

Accomplishments:
· Increased the product penetration by increasing the dealer base from 40 to 150 in AP.
· Was instrumental in introduction of new packaging for products, which resulted in better acceptance.
· Generated order – value of Rs. 4.50Crores from LIC of India, NRSA, ADDRIN, DOT, SCCL for supply of various types of Data Storage Products.
______________________________________________________________________________________________
PERSONAL DETAILS
Linguistic Ability 			: English, Hindi, Kannada, and Telugu


