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 Chandan
Chandan.276540@2freemail.com 
OBJECTIVE
Seeking opportunities to work in an environment where I can utilize all the skills, knowledge and learning’s that I have acquired during my long time experience and contribute to organizational growth through sincerity, dedication, and team spirit with positive attitude and knowledge with relevant experiences. 
work experience
Company: 

M/s S.S. Concept



A-5/3, Loni Road Industrial Area, Site IInd, Mohan Nagar, 
Ghaziabad, U.P. 201005 - India
Designation: 

Supervisor
Experience: 

01st October 2013 to 31th December 2016
Job Description:
From October 2013 to December 2016, I was working with S.S.Concept (A garment washing unit) as a Supervisor and directly reporting to proprietor. I was responsible for the plant functional areas and processes of garments (jeans and other garments) cleaning/dying with following activities -

· Completes job works by planning, scheduling and assigning personnel.
· Maintains work flow by monitoring steps of the process and setting processing variables.
· Observing and monitoring control points, equipment, resources and personnel.
· Facilitating corrections to malfunctions within process control points.
· Accomplishing job work in given time with priorities.
· Resolve problems and reporting the processing flow.
· Ensuring proper operation of equipment by timely calling for repairs and maintenance.
· Implementing cost reductions.
· Dealing with customers regarding their job orders status & enquiries.
· Following ups with customers for any pending orders and payments. 
· Developing reporting procedures and systems by maintain relevant records.
Achievements: As it’s our family friend business, where I got best opportunity to learn plant and manpower management as well as how to handle challenges. 
Company: 

M/s INMA Gulf Development & Construction LLC. 




(Distributors for Plant Heavy Machinery & Equipment)

POST BOX -4560, Dubai, UAE.
Designation: 

Sr. Executive (Service Center)
Experience: 

07 Jan 2010 to 30th April 2012. 
Job Description:
From Jan 2010 to April 2012, I was working with INMA, Dubai (H.O.) in Service Department as a Sr. Executive at Service counter and directly reporting to Head of the Service Department. I was responsible for Non Warranty Jobs (i.e. chargeable) with following activities -
Non-warranty Job (On ERP system):-

· Generate system enquiries based on customer’s email, fax or phone.
· Creates JES (Job Estimation) and quote customer for machine repairs, overhauling, monthly / yearly service contract charges with terms and conditions etc.

· After getting approval (LPO, CDC, Cash payment), open Job (Site / workshop job) and assigned Engr. / Tech. to carry out the job.
· Issue MIRQ to the Spare part & Machinery department to issue or order (unavailable) parts for approved jobs. 

· When ordered parts arrived inform Engr. / Tech. to proceed with the job.

· After job completion, calculate total charges, cross check MIV, DIV and MIRT along with all necessary documents and getting Manager approval/signature on the job cards to inform customer for their repaired unit.

· Creates and issue invoice to the customers.  
· Forward invoices (Account copies) with customer signature to the account department for further customer records.
· Handle ERP utilities like creating enquiry, customer master code, activity master code, item master code, quotations, MIRQ & MIRT etc.
Other responsibilities:-

· Daily planning & scheduling jobs (workshop / site) for Engineers & Technicians.

· Dealing with customers regarding their machine’s problems & enquiries.

· Receive machines / units in service centre for repair & issue receiving note.
· Creates machine/unit reports as per Engr. / Tech. inspection and provide feedback to the customer.

· Handle all correspondences with customer through phone, faxes and emails.

· Follow ups with customers for any pending quotations, confirmation, LPO or payments.

· Maintain files / Documents (i.e. quotations, jobs cards and relevant correspondences) for future reference.

· Keeping records of ordered parts and regular follow-up with concern departments/persons for parts arrival (ETA).

· Issuing delivery or dispatch note for spare parts or repaired machine.

· Handling Engineers & Technicians quires regarding machine jobs history.

· Coordinates with other departments like Accounts, Store, Machinery and Sales for smooth service process. 

Achievements: Through team work and regular follow-ups with customer for due payments and approval of pending quotations, we had achieved quarterly target for Service Department before time.
Company: 

M/s Moser Baer India Ltd. 

A-164, Sector-80, Phase-II, Noida-201305

NCR-Delhi, India.
Designation: 

Office Superintendent 

Experience: 

1st Nov 2003 to 25th July 2009.

Job Description:
From Oct. 07 to July 09 (Office Superintendent in General Mgt. Dept.)
I was assisting and reporting to Sr.GM-Operations (Plant Head).  My responsibilities was organizing & maintaining diaries, making appointments, arranging Daily meetings schedule for Plant Head with HOD’s, Compiling all MIS reports received from all departments, creating daily plant summary reports (i.e. Production, QC downgrading, Maintenance downtime, Utility consumption & HR reports), prepare Presentations & Reports for higher Management on periodic basis (daily, weekly, monthly, quarterly and so on), Arranging weekly plant visit & audit for Plant Head, Authorize Purchase Request / Purchase Order through ERP system and Miscellaneous activities like authorized Managers leaves, arranging conference halls for meetings, shorting mails & arranging appointments with visitor/associates etc. 

From Nov 03 to Oct 07 (Sr. Asst. Data Management System - MIS in Prod. Department)
From Nov 03 to Oct. 07, I was working with and direct reporting to Asst. GM-Production in core production department. I was responsible for the total Production Reports & presentations for the Department and Management which includes daily, Monthly and yearly MIS reports, presentations, employees meeting data, Employees performance reports and many others necessary reports for  department performance & increments.
Achievements: I had join as a computer operator in Production Department and within two years promoted to the post of Sr. Asst. (Data Management System-MIS), grabbed double promotion from the company. I was reporting directly to the Asst. General Manager Production and lead the Group of 5 people in the MIS Department working as the subordinates. Achieved Management full confidence due to good working knowledge in MIS department and also feel confident to work with any good organization with the full competency.
Professional / Technical qualification
Certificate of Participation in Cisco Network Device Administration (leading to CCNA) from CMS Computer Institute, South Extn., New Delhi (India) in March 2008.

ADCHN (Advance Diploma in Computer Hardware & Networking) from JETKING (Hardware and Networking institute) at Ghaziabad Centre, NCR (Delhi), India with 64% in April 2005. 
Operating System & Software: - ERP system (Remco & Orion), Outlook, MS Office and Good typing speed.
educational qualifications

Graduation:
2005
Bachelor of Arts, Delhi University, Delhi – India.
Secondary:
1999
All India Senior School Certification Examination
Elementary:
1997
(Central Board of Secondary Education)

Kendriya Vidyalaya, Malkapuram, Visakhapatnam, Andhra Pradesh – India.
Strength AND Interest
Strength:
Active learning, dedicated, confident, team spirit with positive attitude, commitment and eager to learn new things.
Interest: 
Internet Surfing, watching informative/reality shows, travelling and long drives etc
I hereby declare that all the information described above is true of my knowledge and belief.

