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CAREER OBJECTIVE:

To be a Dedicated, Sincere and Hard Working Professional, that always willing to learn new things.
SUMMARY:
Good Typing speed, maintain data in excel, Preparing Quotation, follow-up, Coordination with all departments, Maintaining all types of file records (Attendance/Salary/Purchase/Sales etc) related to Staff etc
EDUCATIONAL QUALIFICATIONS:
1 Bachelor's of Commerce from University of Delhi.

2 10+2 from C.B.S.E. Board.

3 10th from P.S.E.B. Board.

COMPUTER PROFICIENCY:

One year Diploma in Computer from M.C.C. Delhi,

Software's known: MS Office, MS Excel, PowerPoint and Tally-6.3.

Speed in English Typing 50 w.p.m.

WORK EXPERIENCE:
Nov'2017 to Contd.

Company
:
M/s Ferreterro India Pvt. Ltd, Noida.
Role

: 
Export Executive + Office Coordinator
Roles & Responsibilities,

· Follow-up with the clients for quotations, follow up, orders, payments etc.

· Coordinating with the Accounts Dept., Admin Dept. 

· Internal and external coordination with seniors, different depts.
· Checking and discussing mails with seniors and timely answering to Managers.
· Letter Typing; maintain all Invoices, Packing of Party's and their payments, in Excel.
· Preparing all documents for Export Invoice
· Distribute ordered items in different factories (Roorkee, Pune, Noida)
· To maintain database of telephone numbers and addresses.

· Expert in dispatching documents and maintain dispatch records.

· Perform other miscellaneous. Jobs on day-to-day basis as assigned.
Aug '2012 to Nov’17
Company
:
M/s Neelu Packing Industries, Noida.
Role

: 
Office Coordinator / Executive
Roles & Responsibilities,

· Follow-up with the clients for quotations, orders, payments, advertisements etc.

· Handling and Preparing all documents of Purchase and Quality.
· Coordinating with the Accounts Dept., Admin Dept. 

· Internal and external coordination with seniors, different depts.
· Checking and discussing mails with seniors and timely answering to Managers.
· Letter Typing, Maintain all bills of Party's and their payments, in Excel/ other software and informed to accounts dept. and give the status as required (weekly or monthly).
· Responsible for entire office administration.
· Preparation of all type office documents like Bank Guarantee and LC etc.

· To maintain database of telephone numbers and addresses.

· Expert in dispatching documents and maintain dispatch records.

· Perform other miscellaneous. Jobs on day-to-day basis as assigned.

Jan'2009 to July'2012
Company
:
M/s Atlas Comnet Pvt. Ltd., Delhi.
Role

: 
Office Coordinator / Executive
Roles & Responsibilities

· Dealing appropriately with all incoming guests and maintain proper visitors data.

· Maintaining and Tracking all mails both incoming and outgoing.

· Answer and screen all incoming telephone calls in a professional and timely manner; take accurate messages with a high level of professionalism and courtesy.

· Provide all aspects of daily support to key management personnel ; Manage, Calendar, Scheduling Contact Data Base, Travel arrangements, Meeting coordination, critical e-mail and phone correspondence, prepare expense reports and update and maintain filing system.

· Providing proper secretarial and administrative support to the executives.

· Taking care of General administrative responsibilities of the office and Day to Day office work.

· Keeping track that good housekeeping standards are followed.

· Responsible for dispatching courier mails and keeping a record of them.

· To maintain database of telephone numbers and addresses.

· Documentation.

· Setting up appointments and meetings.

· Maintaining all types of file records (Attendance/Salary/Purchase/Sales etc) related to Staff.

· Daily checking of the mails related to the organization.

· Coordinate with Marketing persons & clients       

Feb'2005 to Jan'2008

Company 
:
M/s Tahiliani Design Pvt. Ltd., Delhi.
Role

:
W.I.P. Incharge
Roles & Responsibilities,

· Coordinating with the Accounts Dept., Admin Dept. and with Designers.
· Discussing mail, programs with seniors and timely answering to Managers.
· Maintain communication and coordination with different departments.
· Letter Typing, Maintain all bills of Dyer, Embroider's bills and their payments, in Excel and informed to accounts dept. and give the status as required (weekly or monthly).
· Internal and external coordination with seniors, different depts.
· Maintaining all types of file records (Attendance/Salary/Purchase/Sales etc) related to Staff.
· Perform other miscellaneous. Jobs on day-to-day basis as assigned.
KEY SKILLS: 

Creative thinking, excellent leadership qualities, beating deadlines & problem solving.

PERSONAL PROFILE:

Father's name            
: 
Late Sh. K.L. Verma
Date of birth           
 
: 
20-03-1981
Nationality                  
: 
Indian
Language known       
: 
Hindi, English & Punjabi

Marital Status

:
Single
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"I hereby declare that all the information given above is true to the best of my knowledge and belief".
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