CURRICULAM VITAE
ARUP 
E mail: arup.331640@2freemail.com 
RESUME HEADLINE:
B.E. in Electronic and Communication with Approx Three Years of Intensive Experience in Tendering , Front-End Sales, Business Development  of electrical products.
OVERALL EXPERIENCE IN:

Sales And Marketing

· Preparing of tender documents (online & manual).

· Follow up on enquiries, tenders and vendor approvals.

· Controlling overall Order Execution Process.

· Preparation of Contract Agreements, Bank Guarantees.

· Update monthly Production planning, Costing & Sales database.

· Generation and Analysis of various reports, making Presentations and 
reporting to the highest authority of the organization.

· Handling Accounts related activities.

Quality Control

· Inprocess quality control.

· Visual as well as function testing of the product.

· Maintaining the inprocess quality records.

· Conducting inspection along with third party inspectors or customers.

· Sampling, Testing and Preparing inspection reports.

· Introducing the company & products to customers.

PROFESSIONAL EXPERIENCE: 

· Worked with M/s GENUS ELECTROTECH LIMITED Ltd as Jr. Executive Marketing/Tendering, Business Development from March 2014 till date.

· Worked with M/s GENUS ELECTROTECH LIMITED Ltd as GET, Quality Control from October 2013 to March 2014.
PROFESSIONAL QUALIFICATION:

· B.E in Electronics and Communication from King College of Technology, Namakkal (TN) with 77.4% in the year of 2013.
ACADEMIC QUALIFICATION:

· H.S.C from Adarsh Maha Vidhyalay, Gandhidham (Gujarat) with 56.60% in the year of 2009.

· S.S.C from Kairali English School, Gandhidham (Gujarat) with 72.46% in the 

year of 2007.
KEY STRENGTHS & ACHIEVMENTS:
· Achievement Oriented with excellent people management skills and an ability to handle challenges with ease.
· A quick and reflective learner with an ability to adapt to the intricacies of new products, business & functions.
· Handling overall activities form Tender preparation to dispatches. 
Notable Contributions: 

· Tender Preparation, price/cost analysis for Government Agencies i.e. BHEL Noida, E.I.L Delhi, BSES Rajdhani/ BSES Yamuna Power, Power Grid Corporation of India Limited (PGCIL) & DTL (Delhi Transco Limited) & Northern Railway.
· Attend Techno-commercial discussion with customers i.e. for Government & Private.
· Order Booking with good Margins.
· Sales & execution of orders i.e. drawing approval, Manufacturing Clearance, Arrange for Inspection at works, Dispatch Instructions & Delivery.
· Payment Collection & Form C. 
· Monitoring and examining each stage of production. 

· Writing up evaluations and assessments. 

· Checking that production methods meet relevant legislation.

· Carrying out final inspections.
I.T SKILL:
· Operating Systems 


:
Windows XP/7/8.

· MS office



:
Word/Excel/PowerPoint
· Software



:
C, C++
Additional Responsibilities
· Overall Responsible for Co-ordination with Production team and dispatch of material.
· Generation and Analysis of various reports, making Presentations and reporting to the higher authority of the organization.
· Arranging Vehicles and negotiating rates with the Transporters.
· Preparing Invoices and day to day activities ERP software.
PERSONAL DETAILS
Full Name


:
Arup 
Date of Birth


:
05/07/1991
Marital Status


:
Unmarried

Nationality


:
Indian

Language Known

:
English, Hindi, Bengali, Assamese, Tamil & Malayalam.
Date:
Place: Kutch District
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