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Career Objective
To take up a career that helps me to enhance my growth ,conceptual skills and motivates me to move ahead faster on learning curve so that I can add  some refinements and embellishments of my own to add up growth of the organization
Skills

	MS Excel
	Team Leader                       

	Customer service
	Project Management


Work Experience
· Company:- E-Procurement Technologies Ltd. (CMMI Level 5 , ISO 9001 & ISMS 27001 Certified)
Designation:- Executive-MIS  (for Govt. Client- PSPCL)
Industry:- Tendering & Auctioning- Information Technologies
             May/2018 – Dec/2019
· Perform data analysis for generating reports on a periodic basis.
· Handle a team of 10 agents.
· Maintenance & Sharing of Daily/Weekly/Monthly reports as Company Required
· Responsible for reporting/analysis completion, delivery & meeting the metrics
· Prepare MIS related to Purchases dept. to report open POs, Non PO purchases, non-moving items, rate contracts, AMCs
· Exposure in managing MIS on procurement, contracts etc

· Working in excel as per data in filter, Pivot table & VLOOKUP.

· Prepare corresponding & sending Regular Report via Email
· Develop MIS documentation to allow for smooth operations and easy system maintenance

· Generate and distribute management reports in an accurate and timely manner

· Able to do operational work and lead a team.

· Preparation / Coordination of e-tender process in various department.

· Tracking MIS, Statistics, Invoices

· Prepare Daily call report and onsite report

· Co-ordination with Tech Team for Implementation and integrations (SAP to e Portal)..
· Vendor Support for enrollment and solving various issues while submission of tender

· Maintain very good / cordial relationship with all Officer & Vendor,

· Coordinate with reporting Manager and Head office. Offer end to end client support
· Company:- Axis bank
Designation:- Customer Service Officer-Operations
             March/2016 – March/2017
· Handling Cash Transactions, Remittances, Cheques, Demand Drafts, Pay Orders Preparation etc.

· Handling Clearing Department and maintain all the operational works of Clearing register.

· Handle Customer Requests regarding banking products and service new accounts creation, payments etc
· Perform data analysis for generating reports on a periodic basis.

· Maintenance & Sharing of Daily/Weekly/Monthly reports
· Ensuring timely resolution of customer queries and improving customer service levels.
· Company:- Integrated wireless solutions pvt. Ltd (4G Project-Reliance Jio Infocomm Ltd.)
Designation:- RF Engineer –MIS
May/2015 – February/2016

· Site Visit for RF Approval with RE & Civil Team.
· Perform data analysis for generating reports on a periodic basis.

· Maintenance & Sharing of Daily/Weekly/Monthly reports as Company Required
· Responsible for reporting/analysis completion, delivery & meeting the metrics

· Prepare corresponding & sending Regular Report via Email
· Develop MIS documentation to allow for smooth operations and easy system maintenance

· Prepare Tracker Of Joint Survey and Prepare Report Approved By RF
· Check the KPI parameters and optimize it.
· GPS tools and JIO GIS used
Education

· MBA in IT and Operations from National institute of management with 69%.
· B.tech in Electronics and Communication engineering from Punjab technical university with Distinction 77.70%    
Acadamics Training and software skills

· Successfully completed project on Electronic voting machine in embedded system. 
· Successfully completed 2 months training at Dhot networking academy in CCNA.
· Successfully completed training at Dhot networking academy in MCITP.
· Completed 6 month industrial training at Nokia Siemens Networks in Telecommunications
Personal Details

Date of Birth
            :           26-Jun-1991.
Marital Status
            :           Single.
Nationality
             :          Indian.
Languages Known
:          English, Hindi, Punjabi

Hobbies

:          Playing cricket, Solving reasoning puzzle.                                                                                                                                                                                    

Declaration

I hereby declare that the information furnished above is true to the best of my knowledge. I am also confident of my ability to work in a team.

Place:
Patiala
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