CURRICULUM VITAE

NAME


        

:
Ajay 
Ajay.347792@2freemail.com 

DATE OF BIRTH
:
04/07/1973
NATIONALITY


:
Indian

Carrier Objective & Summary
· Seeking a carrier in competitive and qualitative environment in order to achieve the ultimate end result thereby enriching my knowledge & contributing to Organization as a part of the Team.

· Expertise in liasoning with governmental bodies, local authorities and ensuring on time deliverables
· Expertise in File management, data recording, meeting preparations and office arrangements

· Expertise in public relation management, vehicle management, staff caring activities

· Adept to handle office stationary economically among the staff and all other overhead expences

Professional Qualification

· The Basic knowledge of M.S Office,Power Point Presentation, Internet Access,

· The Typing speed 40/- Per min. Hindi Typing Speed 25/-
· One year Diploma in Computer Application COMPUTER ZONE Sector 42, B Chandigarh, # 1029, 

Academic Qualification

· Passed High (10th ) School from H.P. Board.
· Passed High Secondary ( 10+2 ) NIOS. 

Employment Record

1st September 2015, to till Date:

Sidh Trading Pvt.Ltd. , E-58 Chattarpur Extn New Delhi -110074

Role

       :

office Assistant  

02nd February 2015 – 08th August 2015.
Egis India Consulting Eng. P Ltd
Independent Engineer for the work six laning of existing three lane for- Bagodara – Wataman- Tarapur-Vasad Road, SH-8 Km 0/0 to 101/9 in the state of Gujarat on BOT basis’ 
Role


     : ‘Office Assistant’
18th April 2011 – 01st February 2015.
Egis India Consulting Eng. P Ltd
PROJECT          :
working in a consultancy firm as a Independent Engineer Services for 4-Laning of Ahmedabad-Godhara Section NH-59 from 4.200 to 122.420 in the State of Gujarat on Design, Built, Operate and Transfer (“DBFOT”). Project Length 118.00 Km. Project Cost – 1200 Crores funded by Essel Ahmedabad-Godhra Toll Roads Limited (NH-59). Client – National Highway Authority of India (NHAI) From 18th April 2011 – 01st February 2015.
Role


     :  ‘Office Assistant’
09th May 2007 – 17th April 2011.

Egis India Consulting Eng. P Ltd
In ‘Punjab State Road Sector Project’ Punjab  (Mohali )
Role


     : ‘Office Assistant’
· Maintaining all valuable records pertaining to project works. The main documents are DPR drawings and design records. It involves arranging the print outs serially and binding them as per the index and content, storing them at safe place in the office

· Maintaining and arranging the RFI’s coming to TL office from site. Properly stacking them serially and package wise, checking the continuity, missing or damaged and inform it to the concern engineer.

· Maintaining and arranging the Out-In correspondences to all related authorities. It involves receiving the letters, dispatching them to concern authority, distribute to the concern person, putting them in respective file folder and stacking them properly. Whenever required providing copy of the letters to the higher authority.

· Maintaining office equipments i.e. printers, scanners and photocopy machines by servicing them on regular basis and maintaining their record books

· Looking after stationary requirements and other daily requirement needs, supplying them and purchasing them. Maintaining smooth supply of all daily needs to concern staff

· Maintaining vehicle usage records on daily basis and providing vehicle to concern person as per site requirements

· Liasoning various local authorities and governmental bodies i.e. Electricity Department, Water Department, PUDA etc to resolve office related querries.

· Arranging transport, lodging and convenience to all the personals visiting our project site from HO.

· Binding of QPR, MPR and claim reports for both the packages and submitting them to client office.

· Pre & Post arrangements of all DB, WB and office meetings at Team Leaders office.

· Providing back up documentations to higher authorities regarding contractors claims and CSC’s claim.

17th July 2006-08th May 2007.
BCEOM India P Ltd

PROJECT 

: Construction supervision consultancy services of NATIONAL HIGHWAYS AUTHORITY OF INDIA Up gradation and Rehabilitation of MUKERIA-PATHANKOT National Highway-1A, Package-37

As an Office Assistant I was responsible for:
· Maintaining and arranging the RFI’s coming at RE office. Properly stacking them serially and package wise, checking the continuity, missing or damaged and inform it to the concern engineer.

· Maintaining and arranging all QC related documents and records, properly stacking them and maintain serially

· Maintaining all Payment related records (IPC) thereby arranging them properly 
07th September 2005 – 16th July 2007.

In ‘Punjab State Road Sector Project’ Punjab  (Mohali )
Role


     : ‘Office Assistant’
1996 to 2005

NEW PLACE STORE, SHOP NO. 16   
Sarojini nagar Market, 

New Delhi-23 

Role


     : Store keeper. 
As an store keeper cum purchase officer I was responsible for following duties:
· Keeping records of all stocks at the store, physically verifying all stocks on everyday basis.

· Maintaining the garments in the stocks with at most care and sincerity so that they do not get damaged

· Maintaining the records and details of all outgoing material and maintain GRN’s of all incoming material.

· Supervising the activities of cleaning and maintenance of the godown thereby keep close watch on all workers

· Purchasing the required quantity of material as ordered and verifying their genuinity at the source
· Ensuring Safe and comfortable transport of the material to the stockyards.

· Ensuring all safety measure at stockyard to avoid any accidents.
Languages Known:

HINDI, ENGLISH,PUNJABI 
Certification

I, The Undersigned, Certify That To The Best Of My Knowledge And Belief, This Bio data Correctly Describes Myself, My Qualification And My Experience.

Date:  21/11/2016
