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Vision:- 
To contribute in the growth of the organization by maximum utilizing my skills Capabilities and resources available and contribute in increasing value of the position as well as organization.
Career Objective:- 

· To find a challenging Position to meet my competencies, capabilities, skills, education and experience. 

WORKING EXPERIENCE:-
· Two Months Experience as a Data Entry Operator from Xansa India Ltd. 
· Nine Months Experience as a Computer Operator (SAP) from Tata Motor’s Financial Services Ltd., Noida.
· Six Months Experience as Computer Operator (BANKER REALM) from Ujjivan Financial Services Pvt. Ltd.

· Six Months Experience as a Data Entry Operator from Kanjhawala Court, D.C. Office.

· Six Months Experience as Data Entry Operator from Overnite Express Ltd.

· 12 Years Experience as a MIS Assistant in N.G.O. (Chintan Environmental Research and Action Group) from Nov’2009 to till October’22
· Presently Working as Admin and data Manager in N.G.O. in Ghaziabad.
EDUCATIONAL QUALIFICATION:-

· Graduate [B.COM (P)] pass from Delhi University, Year of Passing 2005.
· 12th Passed from C.B.S.E. Board in Delhi, Year of Passing 2002

· 10th Passed from C.B.S.E. Board in Delhi, Year of Passing 1999.

ADDITIONAL QUALIFICATION:-
· Diploma Course in COMPUTER APPLICATION from Govt. Institute, Delhi.
COMPUTER SKILLS:-

Computer Fundamental, Dos, Windows, MS-Word, MS-Excel, MS-Power Point, MS-Access, Internet, Corel Draw, Page Maker, Photoshop, Card Shop, Tally, Fox Pro. 

Computer Key Skill: 

· Vlookup, Hlookup, Filtering, Mail Merge, Pivot Table, Dashboard, Excel Formulas, Macros, Internet, Faxing, Printing, Google Maping, QGiS Maping, Chart, Condition Formatting, Advance Excel Formulas etc.
PROFILE:-

· Customer Profile Data Entry in Java Software.

· Customer Profile Data Entry in SAP Software.

· Customer Profile Data Entry in BANKER REALM.

· Report CRS and Operation Efficiencies.

· Loan Application Data Entry in Software.

· To Prepare Top Up Loans, Top Up Disbursement Report.

· To Checking Customer Profile, Loan Application, Top Up etc.

· All Data Manage of four Program-
· NCiT-No Child in Trash

· STM-Scavengers to Manager 
· Voice for Waste

· Safai Sena Secretariat
· Data Entry of Attendance sheet of Children of Community Centre, Library Sheet, Home Visit and PTM, All Survey Entry like: Youth Survey, Baseline Survey (Children) Etc.
Admin Work

· Cleaning Survervision in office daily wise

· Maintain Repairing Electricity in office
· Order of Panty goods monthly 

· Maintain Phone Bill

· Maintain Computer Repair of any Employee

· Maintain Laptop and Tab Records
· Other Work-Attendance, Faxing, Printing.

· Phone Attending
· Email and Back-office work
Presently working profile:-
· Security Checking- Cleaning, Security Guard, Water Supply, Waste picking, internet, printing, stationary, Pantry
· Prepares Reimbursement Claims on a monthly basis
· Prepares vouchers related to various revenues and expenses
· To do timely payment of invoices
· To do order and invoice authorization processes are applied correctly
· Performs other related duties as assigned by the Manager
· Looking all doors, windows, and exits, meeting room, storage area and equipment depending on shift.

· Maintain and update all digital and hard copy client contract files.

· Coordinate office repairs and maintenance.
· Maintaining general office files, including job files, vendor files, and other files related to the company’s operations.
· Purchasing office supplies, equipment, and furniture.
· Performing other relevant duties when needed.
· Keep Stock of office supplies and equipment, including ordering and restocking.
· Searching Vendor and all process of purchase items
· Payment made any time of any vendor any person
· Petty Expense and invoices daily basis update and monthly sent to account department
· Keep Stock of inward and outward material.
· Generate Invoices and E-way bill of material
· All data entry and MIS report generate of Monthly basis.
KEY OF SUCCESS:-
· Integrity and ethics

· Teamwork

· Quick learner

· Smart working with positive attitude
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