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CURRICULUM VITAE
KISHORE
Kishore.380819@2freemail.com
	Professional Objective:                 


· Seeking a career in Administrative Executive related systems in a challenging environment that would give me the opportunity to bring out the best in me and with a challenging progressive organization which will utilize my skills, abilities and Experience in management whilst contributing to the development of the organization.
	Educational Credentials:


	Qualification
	Institute
	Board
	Year of Passing
	Percentage/CGPA

	MCA
	Prathyusha Institute of Technology and Management
	Anna

University
	2012
	8.50


	BSC (Computer Science)
	Maharaja Arts and Science College
	Bharathiyar University
	2009
	68



	Technical skills:


	Client Operating System
	Windows XP, 7 & 8.

	Application Knowledge
	CCNA, Networking, SAP, MS Office, Excel, Power Point, Outlook, Adobe CS2, Photoshop.

	Server Operating System
	Windows 2003, Windows 2008.


	Professional Courses:


· CCNA (Cisco Certified Networking Associate)
· International Certification Course:
       CISCO        :    CCNA.

· Good in making SAP System, WMS and reporting.
	Work/Professional Experience:


INVENTORY Store Keeper– DKSH, Malaysia (From Dec 2015 to Jan 2017) & Chennai (From Feb 2017 to Mar 2018)
· Team Leader for Replenishment Project.

· To assist the executive in change to ensure the general administrative works are operates effectively as per SAP’s.
· To ensure proper and systematic filing of all processed documents for future reference.

· To assist the executive in change in updating daily, weekly and monthly reports.

· To update DAILY Zero Base Report on a daily manner and circulation of the reports to Outbound Executives, Managers, HODs and Supply Chain.

· To generate TO’s for Client allocations orders.

· To assist EDP Clerk in obtaining, segregating  and matching TOs for outbound deliveries

· To assist EDP Clerk in confirming and billing of orders.
· To alert the executive in-charge of any discrepancies/disputes invoice or related documents to report promptly to the manager/executive if there is any incidences indiscipline of the staff that effects the optimal performance of the warehouse operation .                                               

· Maintain all promoters personal file records and   human resource documentation in an organized and easily accessible manner.
· Issuing the Purchase & Delivery Order and follow up accordingly.
· Using SAP system.

· Assistant with Executive.
·     Inventory Update.
·     Good in making SAP System , WMS and reporting.
	Leadership  Activities:


· Created a New Project “REPLINISHMENT” in DKSH and made it practically successfully within 6 months of period with 5 Team members and received “Best Foreign Employee of the Year 2016 “.
Store Keeper – The Source & Matchless Packaging Industries Pvt Ltd, Chennai (From Sept 2013 to Nov 2015)

-Coordination with Technical panel and understanding their requirements, defining job           positions. 
-Resourcing, screening and short listing resumes through various job portals or else internal reference, head hunting. 
-Short listing the resumes based on desired skills and experience. 
-Advertising vacancies, screening and short listing resumes.
-Conducting telephone and Personal interviews in coordination with departmental heads. 
-Preparing offer letter, employment contract and job descriptions, completing joining Formalities and documentation. 
-Scheduling and arranging training while coordinating with external trainers and training programs.
-Identification of training needs and nominating candidates for training. 
-Encouraging participation of employees in various organizational events. 
-Issuing training certificates after completion of the training. 
-Compilation & processing of attendance data in attendance system.
-Processing monthly attendance muster for workers, trainees & officers.
Administrative Executive – Process Global Inc, Bangalore (From Aug 2012 to Aug 2013)
· Administration Work, Escalating the Maintenance and troubleshooting of Windows XP,     Software / Hardware/ OS Issues problems to network team.
· System Assembling. 
· Maintain and Monitor Reports.
· Good People Management Skills.
	Personality Traits / CORE Competencies:


· Innovative thinker and excellent leadership qualities.

· Excellent in influencing the people.

· Efficient in communicating well in written and verbal both.

· Able to motivate and negotiate the people.
· Aggressive, Confident, Honest, Multitasking.
· Ability to maintain inter-personal relations.
· Exquisite organizational & management skills.
· Ability to work independently and as part of a team.
· Able to work under pressure and meet deadlines.
	Personal Details:


· Date of Birth

:   08-05-1989
· Sex


:   Male

· Nationality

:   Indian

· Marital Status               :  Unmarried 

· Languages Known
:   English, Tamil ,kannada
	Declaration:


I hereby declare that all the information given above is true to the best of my knowledge.
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