CURRICULUM  VITAE

Nasir 
Career Objective 



To seek a challenging position of strategic importance by making a contribution to the organization to the best of my ability to develop my own skills and growth.

I strongly believe and have the faith if given a chance can surely prove my-self to be indispensable for an organization.

Work Experience 

12th August 2013 to till date
EDP in charge cum Office Administrator
· Electronic Data Process managing on ERP Business software
· Managing inventory of materials & keeping records 

· Material consumption reports

· Coordination with the site supervisors regarding manpower & material.
· Coordination with the customer’s site incharge / Engineers
· Procurement (Equipment, Materials, office  Stationary )
· Preparing MIS Report
· Technical support & trouble shooting (Laptop , Desktop & Networking )
SINGHBHUM DIESELS

1st November 2010 to 10th August 2013

Administrator

· Customer Service 
· Monitoring Office operation

· Maintain the leave management system
· Maintain all Corporates bills & files 

· Managing Inventory of Materials (Tally)
· Handling the operations related to PF & ESIC Deptts.
· Handling Warranty Claim on SAP-PORTAL
· Coordination with the stores &  dispatch department 
· Customer credit Ledger 
· Activities related to cash , bank , etc.
· Technical support & trouble shooting (Laptop , Desktop & Networking )
TALLY ACADEMY

10th August 2009 to 30th September 2010

Trainer cum Administrator
· Teaching Computer Fundamentals, Internet, Programming Languages (C, C++, Java & Visual Basic), Data Base Management System & Web Designing.
· Generating & maintaining day to day MIS data & updating to the Director

· Record keeping of day to day activities.
Educational Qualification 


· Completed Bachelor in Computer Application from Sikkim Manipal University.
· Completed Intermediate Science from Karim City Collage with 2nd division.
· Completed Matriculation from Jharkhand Academic Council, Ranchi with 1st division.

Professional Qualification
· Diploma in Computer Software and Hardware from Netcom Infosystemin in the year 2006.
· Operating System :- Microsoft Windows Server 2008 & Windows 10

· Software:-MS Office 2010, Tally ERP9, C, C++, Visual Basic. Net, Java, HEML, Photoshop, CorelDraw & Adobe Illustrator.

Key Skills

· Energetic with ability to learn on a fast space.

· Excellent communication & Interpersonal Skill.

· Team work.

· Highly organized and flexible.

Personal Details 



Date of birth


:         24th November 1990

Gender 


:         Male

Nationality                  
:         Indian

Marital status


:         Unmarried

Language known                 :         English & Hindi 

Passport Validity         
:         02nd February 2026 
Date  : June 7, 2016
Place : Jamshedpur
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