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OBJECTIVE


To obtain a challenging position where I can utilize my experience, accomplishments and proficiency that promotes continues learning and personal growth with the organization.

PROFESSIONAL EXPERIENCE


Designation
:
Admin Executive 

Company

:
Pelikam India Pvt. Ltd

Duration

:
Dec 2012 to July 2015
Job Responsibilities:

· Customer service and back office support, reporting directly to the Manager

· Managing day to day activities and job scheduling.

· Handling Imports, Exports and bookings.

· Guiding the staff at junior levels to handle jobs entrusted to them.

· Follow up with customers /agents for the rates quoted and doing the bookings upon customer’s confirmation.

· Forward incoming mail to the concerned person and reply to customer queries.
· In charge in monthly consumption of office supplies and pantries 
· Finance

· Responsible for maintaining Petty Cash

· Collecting the expense claims from all the employees and forward to the respected superiors for their approval

· Book keeping, Invoicing, maintaining Payment vouchers and Journal Vouchers

Designation
:
Operation Executive 
Company

:
Religare Securities Ltd
Duration

:
Dec 2010 To Dec 2012
Job Responsibilities:
· To punch all cheques of clients in accounting Packages and release the limit according to their Margin.

· To meet all the queries of the client related to their financial ledger and Profit & Loss.

· To check the client debit amount and confirm.
· To confirm the client about their day trade 

· Handling all type of operational work of the Branch.

· To punch all the Expenses and Payment voucher in Accounting Package.

· To maintain petty cash and day book of the Branch.

· To work as Depository Head and provide all type of depository services to client such as (Dematerialization of share, Punching D I S on Market & off Market).
Designation
:
Administration Executive

Company

:
Tiger Wealth Management Pvt. Ltd

Duration

:
June 2006 To Sept 2010
  Job Responsibilities:
· Handle office enquiries, regarding admin work. 

· Handling all type of operational work of the Branch.

· Punching new kits, cheques 
· Maintain stock and other record

· Reporting to the Branch Manager 
ACHIEVEMENTS 
           

GOT TIGER OF THE MONTH FOR THE MONTH OF JULY FOR OVER ALL PERFORMANCE 

GOT TIGER OF THE MONTH FOR THE MONTH OF AUGUST FOR OVER ALL PERFORMANCE 

EDUCATION




B. A.      2009 – 2011   Kurukshetra University 
COMPUTER KNOWLEDGE



Basic knowledge of computer, Internet
PERSONAL IMFORMATION



Date of birth
: 8th April 1987

 Language known  
: English, Hindi
Marital status
: Married 

Hobbies                                             : Interacting with different-2 type of culture People
Behavioral Characteristics:

· Commitment to quality and result

· Responsibilities
· Sincere in attitude 
· Excellent problem solving skill 
