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	Career Objective

	             To improve organization productivity by actively contributing at all operational levels and utilizing my knowledge towards it.


Technical & Educational Qualification

	Qualification
	Name of the University/ Board
	Year of passing
	Percentage

	B.E.(Electronics & Telecommunication)
	Mumbai University
	May-2009
	64.4%(7th semester)
75.14%(8thsemester)


	DIPLOMA (Electronics & Communication)
	Maharashtra State Board of Technical Education
	June-2006
	71.84% 

	S.S.C.
	Maharshtra State Board
	June-2003
	81.20% 


	Personal Information:

	Date of Birth
	13th OCT 1987

	Nationality:

	Indian

	Languages Known
	English, Hindi, Marathi, Gujarati

	Key Strength
	Positive attitude and Commitment towards work.


	Employment Details:

	Company Name
	Param Offshore Services Pvt. Ltd.

	Location

	Kharghar, Navi Mumbai

	Designation
	Commercial Assistant

	Work Duration
	November-2011 To November-2014

	Job Description
	· Preparing Quotations as per clients requirement.

· Preparing Invoices as per work done.

· Managing and updating workers personal data.

· Calculation of salary of the workers.
· Coordinating with the clients for payments and work done.
· Arrangements for mobilization and de-mobilizations of the workers on site.



	Current Employment Details:

	Company Name
	Meethal Traders

	Location

	Sanpada, Navi Mumbai

	Designation
	Export Manager

	Work Duration
	December 2014 To Till Date

	Job Description
	· Preparing Work Orders As per the order received from overseas client

· Preparing overseas Invoices

· Co ordinate with overseas clients through Mails

· Reply to mails

· Maintain Inventory

· Office Admin Work

· Basic sale, purchase, payment, receipt entries in Tally-9




	Declaration and Signature

	                    I hereby declare that the above-mentioned information is correct up to my knowledge and I bear the responsibility for the correctness of the above-mentioned particulars.
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