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TO,
THE Company Director/Manager






SUBJECT   :  Apply for the Post of IT in Software/Computer Operator/Office Executive/Documentations/Admin Manager

         I’m HEMANT  from Jodhpur (Raj.) would like to offer my candidature for Your Perusal.
         I’m Apply for the post of    IT in Software/Computer Operator/Office Executive/Documentations/Admin Manager.
         Kindly revert back if you find my candidature suitable. I will be delighted to provide my service
         For the uplift of the Company / Organization.
                                        	          Please find my Resume for the further details and
                                                               Hoping in an early & positive response









     
       
 






  CURRICULUM-VIATE
  
 


CAREER OBJECTIVE:     To pursue a Challenging & Growth Oriented Carrier in a dynamic Organization
                                                   Providing Opportunity my skills.

Work Experience
1.)  RETAIL (INTERNATIONAL LUGGAGE), Jodhpur (India)                Mar, 2008 — Feb, 2010
      Computer Operator/Data Entry Operator
      Computer Operational work for the Company. Maintaining Reports, Sheets and various details which is related to the           .  Company.

2.) V.K. EXPRESS (Cargo & Logistics), Jodhpur (India)                         Apr, 2010 — Mar, 2012
      IT Assistance cum Logistic Coordinator. 

       Checking Import and Export Cargo Documents to determine cargo contents. All cargo related entries make in           .      Company System software. Create and maintain time to time Report and handover to company director. Updating   .      Data contents in Company website so customer can track there shipment.

3.) NEELTEX INTERNATIONAL TRADING LLC, Dubai (UAE)       Feb, 2013 — Mar, 2015
     Import and Export Documentation Controller and IT Coordinator	 
1. All Physical Data Entered in Company Computerized System.
2. Making all types of Reports like Booking, Purchasing, Imports or Inwards Goods and Exports or Outwards Goods.
3. Processing Dubai Customs Documentation.
4. Online Processing and Submitting LC’s (Letter of Credit) or TT (Telegraph Transfer) Documentation in Dubai Banks.
5. Prepare Payment Documentation for the Company which is submit in Dubai Banks in mode of TT or LC's.
6. All Management Company Details or Data Reports Handover/Submit to Company Managing Director. 
7. Maintain and Updating Company Website Data.
8. Sorting and Fixing IT Related Problems/issues at Company End.

	QUALIFICATION

	School/College
	Board/University
	Subjects
	Passing of
Years
	Percentage

	Secondary(10th)  
	B.J.K. school
	R.B.S.E
	All
	2006
	57%

	Sr. Secondary(12th)
	Sardar Patel Sr. Sec.School
	R.B.S.E
	Arts
	2008
	58%

	BCA
	Aishwarya
College
	J.N.V.U
	Computer
Application(I.T.)
	2011
	57%

	RS-CIT
	H.K. Hi-Tech College
	V.M.O.U
	Information
Technology
	2012
	76%


Educational Qualifications 

Language Skills    1. Hindi           3. Sindhi
                                    2. English       4. Rajasthani



      
IT/Computer Skills 

1. Well versed with MS-OFFICE, Good Knowledge of Computer Applications, English Typing, E-Commerce and MIS. 
2. Knowledge of computer Language like C and C++.
3. Knowledge of computerized Data Base like RDBMS (ORACLE)             
4. Knowledge of Design a Web page by H.T.M.L source code. 
                                             	      

POSITIVSM:          1. Willing to learn & Good Management Ability.
                                    2. Work to legal way/ Proper way & hard worker.
                                    3. Like to Traditional Thinking, Helpful & Religious Spiritual Nature. 










Deceleration  

“I hereby declare that all statements made in this application are true, complete and correct to the best of my knowledge and belief. I understand that, in the event of any information being found untrue or incorrect at any stage or my not satisfying any of the eligibility criteria according to the Company Recruitment & Promotion Department, my candidature is liable to cancelled”
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