
CURRICULAM VITAE
	DIKSHITH KUMAR 

Personal Data:
Date of Birth: 27- Sep- 1994

Sex: Male

Nationality: Indian

Marital Status: Single 

Languages known: 


English (Read/Write/Speak)


Hindi  (Read/Write/Speak)


Kannada (Read/Write/Speak)

PROFESSIONAL QUALIFICATION 
B.B.A Graduate (2016) in Human Resource from MAAER’s MITSOM COLLEGE PUNE India 

Supportive: Diploma in Computer Applications
	
	
	
	CAREER OBJECTIVE

To have my career with an Organization that will utilize my Management and Supervision skills to benefit mutual growth and success. 

PROFESSIONAL SKILLS 

· Strong co-ordination and inter-personal relation skills.

· Good communication skills 

· A challenger and a quick learner with proven ability to adapt with changing environments.

· Ability to work under considerable pressure & meet deadlines effectively.
· Ability to work independently and as part of a team providing timely, high quality customer and management focused service
Professional Expertise Areas

•Help Desk/Customer Service

•Internet Research 

•Microsoft Office 95/98/XP/2000 windows,

•HR & Office Administration
CAREER SNAPSHOT 

Administrator and HR Assistant  August 2015
Genesis HR Services baner road pune
Accountant                                         
Aug 2013-July 2015
Shamilee kuries pvt ltd pune



                          PROFESSIONAL EXPERIENCE
Company – Genesis HR Services Baner Road Pune
                        Administrator and HR Assistant

                        Temporary:  August 2015 to till date
· Job Profile:
· Handling all HR administration such as filing, updating and maintaining records as and when required or as requested by the HR Management

· Maintains and updates Probation Completion Reports for the new joiners and ensures confirmation letters are sent to the concerned employees and records are filed in personnel files.

· Ensuring assigned tasks are completed within given deadlines.

· Ensuring high level customer services in all Employee Relations tasks.

Responds to HR related requests and queries made by employees as per Company’s policies         and procedures.             
· Assisting as and when required to prepare monthly reports pertaining to payroll deductions and turnover statistics.

· Develop, write and implement efficient office administrative policies and procedures
· Marinating employee’s records, Preparation of payroll, daily reports
· Drafting Memo, warning letters, and other general letters.
· Assisting the office administrative functions and attending customer enquiries
· Handling of correspondence Documentation, and invoicing general secretarial works 

3
Company :Shamilee kuries pvt ltd pune

                 August 2013 to   July 2015
                 Position: Accountant
· Job Profile:

· Executing sales including managing purchasing, controlling inventory

· Preparing sales quotation, Sales Orders.
· Customer Dealing and Sales

· Liaising with Suppliers and distributors.

· Preparing daily and monthly reports of the sales status.

· Pricing and overseeing the market fluctuations.

· Making strategy to promote sales in the store. 

· Responsible for the support of company safety, environment, quality policies & programs, carrying out specific duties 

· Maintain a comprehend sales and purchase account and coordination with accounts department.
· Liaison with local market for the material availability.

· Create weekly and monthly reports for management & other departments
· Overall sales coordination 
·  maintaining and developing relationships with existing customers in person and via telephone calls and emails;

· negotiating the terms of an agreement and closing sales;

· keeping track of market and customer information
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