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Name: Ajay 





 

Phone:      C/o 0502360357                                                                          Email: ajay.379046@2freemail.com 
CAREER OBJECTIVE

To obtain and secure a position that will enable me to use my organizational skills, my ability to work well with people, quick learning skills, and to have the opportunity to learn and improve my skills for the better.
SUMMARY
· Bachelor of Computer Application with 1 year over 6 months of total experience with Tech Mahindra as Associate -BSG(ECOMMERCE/CUSTOMER CARE ) and with Government of Karnataka, India as an MIS Coordinator .

· A strong believer in teamwork, good at accepting new challenges and can work eminently in stressful situations.

· Flexible to take additional responsibilities.
ACADEMIA
· Bachelor of Computer Application (BCA) from Carmel College, Modankap - Affiliated to Mangalore University in 2015.

· Class 12th (Science) from Holy Rosary College, Moodbidri - Karnataka State Board in 2012

· Class 10th from Holy Rosary College, Moodbidri - Karnataka State Board in 2010
               SKILL SET

· Sound knowledge of HR Strategic planning and talent management.

· Planning manpower budget according to the vision and goals of the organization.

· Demonstrated skill in management, supervision and human resources administration.

· Worked in a team environment that emphasized group contributions

· Understanding of sourcing approaches and tactics.

· Strong written and verbal/presentation skills.

· Proficient with the techniques related to Management Information Systems.

· Superior organizational skills that help in multitasking.

· Excellent analytical skills that help identify problems and seek solutions promptly.

· Skilled in Microsoft Office Suite (Word, Excel, Outlook, PowerPoint).

· Strong communication, interpersonal, and coordination skills.

TECHNICAL SKILLS
Platform

: Windows 
Design Tools
: Adobe Photoshop CS5


PROFESSIONAL EXPIRIENCE
1. Associate –BSG at Tech Mahindra(1st Dec 2015 to 17th June 2016)

Job Responsibilities     
· Answering the calls and resolving the queries.
· Keep records of customer interactions and transactions.
·  Focus, Computer skills, Accuracy, Multi-tasking. 
· Record details of inquiries, comments and complaints. 
· Record details of actions taken.
· Giving the localities details-Local Search.

· Adding the real estate, second hand products and advertisement details-Classification.
· Giving the all details of products like electronic items, home appliances, furniture, groceries 
     Bakery items. 
2. MIS Coordinator at Government of Karnataka(16th Dec 2016 to 31st Dec 2017)

           
Job Responsibilities     
·  Troubleshoot errors or shortcomings in the functioning of the management information    

systems.
· Providing support, including procedural documentation and relevant reports.

· Generating bills.
· Preparing monthly/daily/weekly reports.
· Coordinating training sessions and seminars

· Attending the Meetings and video conferences.

· Answering incoming phone calls and assisting publics/ data entries with one based Inquiries.

· Distribute project information to various departments.

· Installing and configuring computer systems. 
· Tracking FTO reports.
· Feed the information in the data management software and made certain the information is verified, sorted and compiled in determined formats.

· Monitoring and maintaining computer systems and networks.











PERSONAL DETAILS

Date of Birth

:       January 3rd 1995
Gender                       
:       Male

Marital Status

:       Single

Nationality

:       Indian

Visa Status

:       Visit Visa (Valid till May 8th 2018
Languages known
:       English, Hindi, Kannada, Konkani.

