SUBJECT: APPLICATION FOR THE POST OF ERP ADMINISTRATOR.
I am pleased to introduce myself, Harpreet. I have a 1.6 years' experience in CHOICE WAY HEAVY & LIGHT TRUCKS TRANSPORT LLC. QUSAIS, DUBAI as a Administrative officer as well as Operation manager from 1 Nov, 2015 to Till March 2017.
I would like to put forth myself as a ERP Administrator with excellent skills and the ability to work independently or as a team member seeking position with well-established organization, wherein I would be sincere and true to the job. If you grant permission, I am pleased to submit my resume for your kind attention.
Thanks and Regards,
Yours Sincerely
Harpreet 

HARPREET 
DUBAI.
E-mail:- harpreet.321705@2freemail.com 
OBJECTIVES:
To obtain a position in a progressive company where I can use my office skills to improve the Management activities and contribute to the overall success of the organization.
PERSONAL SKILLS:
· Comprehensive problem solving abilities,
· Excellent verbal and written communication skills,
· Ability to deal with people diplomatically,
· Willingness to learn,
· Interest in working as a team leader.
EDUCATIONAL QUALIFICATION:
· Bachelor of Technology in IT (Information Technology) from Rayat-Bahra College, Hoshiarpur, Punjab (India) from (2010-13).
· Three Year Diploma in Computer Science Engineering from Govt. Polytechnic College, Hoshiarpur, Punjab (India) from (2006-09).
· 10+2 in commerce stream from, Hoshiarpur, Punjab (India) from (2005-06)
COMPUTER SKILLS:
· Database: ORACLE, MICROSOFT OFFICE (WORD, EXCEL, ACCESS).
· Software: SAP BASIS, FICO, Tally 9.0, Photoshop, Paint Brush.
· Languages: C, PHP, HTML.
· Operating System: Windows 98, NT, XP, 7,8.
TRAININGS:
· One year as a Trainee (Hardware & Networking) in Twiz
InfoTech pvt.ltd.
Hoshiarpur, Punjab
(India)
from 2009-10.
· One month training in HR department from Sonalika International Tractors pvt.ltd. Hoshiarpur,
Punjab (India).
· 15 days Training in BSNL, Hoshiarpur, Punjab, India.
· 3 months training in SAP BASIS/FICO.
WORK EXPERIENCE
CHOICE WAY TRANSPORT LLC - 1ST, NOV 15 - TILL FEB, 2017: Previously working with Dubai in a transport company as an Operation officer/ Account assistant and my role here is Seek out new clients and develop clientele by networking to find new customers and generate lists of prospective clients and manage the petty cash .
Responsibilities:
· Improve the operational systems, processes and policies in support of organizations mission - specifically, support better management reporting, information flow and management, business process and organizational planning.
· Manage and increase the effectiveness and efficiency of Support Services (HR, IT and Finance), through improvements to each function as well as coordination and communication between support and business functions.
· Play a significant role in long-term planning, including an initiative geared toward operational excellence.
· Oversee overall financial management, planning, systems and controls.
· Management of agency budget in coordination with the Managing Director.
· Development of individual program budgets
· Invoicing to funding sources, including calculation
of completed
units of service.
· Payroll management, including tabulation of accrued
employee
benefits
· Disbursement of checks for agency expenses
· Manage the drivers Trip and salary
CRYSTAL COMPUTERS PVT. LTD. (HOSHIARPUR.PUNJAB) 2013 TILL 2015.- Explain features, advantages and disadvantages of various products & services to Various companies & clients to promote the sale of the company.
LIFE INSURANCE CORPORATION OF INDIA • 2010 TILL 2013 -1 have 3 years of sound experience in
LIC which
is
an
Insurance c
ompany in India as an insurance advisor. I had various responsibilities to undertake in that company few of them are mention ed below for your kind referral.
LIC - Responsibllities:-
· To proactively seek new insurance applications by developing relationships within the community, specifically with th e Business community; making sales calls to prospective customers.
· General awareness about the markets
· Explain features, advantages and disadvantages of various policies to promote sale of insurance plans.
· Inspect property, examining its general condition, type of construction, age, and other characteristics, to decide if it is a good insurance risk.
· Perform administrative tasks, such as maintaining records and handling policy renewals.
· Seek out new clients and develop clientele by networking to find new customers and generate
lists
of
prospective
clients.
· Sell various types of insurance policies to businesses and individuals on behalf of insurance companies, including automobile, fire, life, property, medical and dental insurance or specialized policies such as marine, farm/crop, and medical malpractice.
· Select company that offers type of coverage requested by client to underwrite policy.
CURRENLTY WORKING:-
· From March 2017 working as a SAP BASIS/FICO Trainer in Techavera Training Institute, Noida.
Achievements:
CERTIFICATION IN IRDA:
Certified Insurance Advisor (1C 33) from IRDA (Insurance Regulatory and Development Authority).
PROJECTS
S
Worked on Project of "Hotel Management using Dot Net" (2012).
S
Worked on Project of "ABC Car Dealer" (2013).
GENERAL ABILITIES
· Time management and a quick and sincere learner.
· Excellent communication and presentation skills.
· Strong team player and believe in team work to crack whatsoever comes across. PERSONAL DATA
Languages Known:
English.
Hindi
&
Punjabi.
Date of Birth Father's name Gender Nationally Marital status Visa status
: Aug 08,1989 : Sh. Vijay Kumar : Male : Indian : Unmarried : Tourist visa (3 months)
Declaration
I hereby declare that the above-mentioned information is correct up to my knowledge and I bear the responsibility f or the correctness of the above-mentioned.
Dated:-.
HARPREET .
