CURRICULAM VITAE
Nripendra 
Nripendra.358864@2freemail.com
OBJECTIVE :

To serve in an organization where , I can put my best efforts in an assigned job. I am keen to take up challenging  assignments and deliver to the maximum.

EDUCATIONAL QUALIFICATION :

· Graduation 1st Part in Commerce Stream from Bihar University , Muzaffarpur in 1992.

· Intermediate from Bihar Intermediate Education Council, Patna in 1991.

· High School from Bihar School Examination Board in 1989.

ADDITIONAL QUALIFICATION :

· Computer Course in Ms Word , Ms Excel , Power Point , Internet.

WORK EXPERIENCE :

· Worked with M/s Worldpak Air Courier Service (I) Pvt.Ltd. As an office Clerk Since July,1994 to Feb. 2005.

· At Present working with M/s Crossroads Logistic Solutions . K – 46B, Kalkaji, New Delhi – 110019 As an Office assistant cum Data Entry operator , since Aug. 2005.

KEY RESPONSIBILITIES (Office assistant cum data entry operator):

· Responsible for  Maintaining all computer data for incoming and outgoing shipments.
· Raising the client’s monthly bills.

· To Maintain all Incoming and outgoing payments.

· To Maintain all Bank Transactions.

· To Maintain all Incoming and outgoing day to day emails.

· Sending MIS to Client’s as per requirements.

PERSONAL INFORMATION :

Date of Birth

:
10 – 01 – 1972

Nationality

:
Indian

Gender


:
Male

Marital Status

:
Married

Language

:
English and Hindi.

I hereby declare that all the Information given above are true in my knowledge and believe.

Date :

Place :
New Delhi
