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NILESH 
Email: nilesh.382372@2freemail.com 

Date of Birth: 13th November, 1985

MANAGEMENT PROFESSIONAL 

SUMMARY OF SKILLS
·  constantly making growth in knowledge, enhance skills and capabilities to reach higher level of competence and apply my existing knowledge and skills to the best of ability. 

· Highly inquisitive, creative & talented Professional with significant and progressive in driving Management Initiatives.

PROFESSIONAL EXPERIENCE
Marfatia stock broking pvt ltd  July 2009 to Jan 2011                                                                                                   Sales Executive 
· Open demat and trading accounts 
· Provide on the Job training to new associates.

· Any other duties assigned by manager.

Soni infotech MARCH 2011 to  Oct  2015 
Service Engineer     
Service engineer 
· Expertise in Assembling and disassembling the computer.

· -Strong in troubleshooting any computer system.
· Expertise in managing and administrating user domain and accounts
· Proficiency in Computer Hardware, Microsoft Products.

Excellent knowledge of networking essentials.
United Creations LLC, Jordan                                                                                                                                             Jan 2016 to Feb 2018

Pay roll Executive 
· Understanding and following payroll procedures and payroll related forms.

· Maintaining and updating employee records on the payroll system.  
· Dealing with payroll queries from employee
· Providing assistance to Accounts Receivable, including banking and data input.

· Checking people’s hours & handling punch machine.

· Making the monthly payments on time.

Preparing full & final settlement.

Issue stay card and labour card and daily entry in software 

EDUCATIONAL CREDENTIALS 
IIHT - 2008
IIHT INSTITUTE OF COMPUTER HARDWARE AND NETWOKING  , GRADE B
Computer Basic Course – 2009
Jan Jagruti Saksharta Abhiyan, Grade A
H.S.C, Commerce - 2004   53.50%
G.H.S.E.Board   2001  62.50%
COMPUTER EXPERTISE
• Sound Knowledge of Ms-Word, Excel and PowerPoint
• Good Typewriting speed (30w/pm)
• Well experienced in using internet
• Able to learn new software applications
Training Undergone
	Topic
	Health and Safety measures in industries.

	Duration
	15 days 

	Organization
	Sri Ram Industries, Manjusar Industrial Park.


Proficient in all Windows environments. Also familiar with basic and advanced Internet operations.

MS Office (Word, Excel, Power point, Internet
Operating Systems: Windows9X, Windows2000, Windows ME, Windows XP, Windows Vista, Linux, Unix, MS DOS..
Personal qualities
· Excellent communication skills, in writing and in person 

· Good general health, stamina and mental alertness to cope with the long, 

Irregular hours of work

· The ability to get along with all kinds of people 

Academic and personal achievements 

1. Leadership and decision-making skills

2. Good stamina and mental alertness

3. The ability to cope with the long, irregular hours of work. 

4. Ability to work independently as well as with a team

5. The ability to remain calm while under pressure. 

Lanuages Known: Gujarati, English , Hindi ,Arabic & Sinhalese.  
Visa detail :

Long term visit visa . validity 90 days . visa issue date 26 June 2018 expired on 24 Sep.2018
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