Mr. Jitendra B. Sonawane

Donde Plot No.104, Room No.13 
Near Dr.Anil Bahulekar Clinic,

Siddhartha Colony, 

Chembur Mumbai-400071.
E-mail: jitusonuu@gmail.com / jitusonawane83@rediffmail.com

Mobile No: 9773269998 / 8369972785
                 Curriculum Vitae
Personal Details 


Date of Birth


: 16th Jan, 1983
Marital Status


: Married

Languages Known

: Marathi, Hindi & English (Basic)
Hobbies


: Carom, Cricket & Chess.
Educational Qualification
:

	Qualification
	Name of School/College
	Board/

University
	Year of Passing
	Class

Obtained

	T.Y.B.A.
	YCMOU Chembur
	Nasik
University
	2017
	55.99 %

	HSC
	Dr. Ambedkar Collage (Wadala)
	Mumbai
	2003
	Passed Class

	SSC 
	Mahatma Education Society Marathi Medium Chembur
	Mumbai 
	2000
	Passed Class


Specific Expertise


1. Platform


:
Intel Core

2. Programming Languages
:
Oracle and ERP 
3. Accounting Packages
:
Oracle
4. Certificate Course

:
Passed Civil Draughtsman-2009 (Thane)





Autodesk AutoCAD Version –2004 & 2008- 2D
Experience
: 17 Yrs. till
· M/s. QUESS Corporation (IKYA ) deputed Thomas Cook Ltd.
Period

: - From 1st Dec 2017 to till date. 
Designation
: - Sr. Executive (Credit Control – Operation Dept.)
Job Profile
:    Handling Travel Corporate Accounts – RBI – (Mumbai, Bhopal & Nagpur),   

                                Fortive India, Net magic, ICICI Lombard, Bombay Dyeing, Ravin Cables, 

                                Sesa Care, Anunta Technology                           
· Checking Company Software and Updated details of Client.
· Preparation of MIS reports for clients.

· Making Receipt Entries & Knocking Off Entries after received

· Preparing Submission data on Weekly & Forth night Basis

· Making Invoices of clients and checking tickets of clients in company software. 

· Coordination with clients for issuing tickets and invoices.

· Proper track of documents in hard & soft copy.
· Scanning all documents and keeping records.
· Coordination with all departments as per needs.

· Setting up of terms and conditions of credit.

· Ensuring timely payment of debts

· Following up payments as needed

· Negotiating re-payment plans

· Responding to relevant client enquiries

· Processing and reconciliation of invoices

· Checking and posting of receipts to accounting systems

· Preparation of statements, client status reports and all relevant   information as required

· M/s. City Gold Management Service deputed Joynest Premises Pvt. Ltd. on behalf of Hubtown Ltd.

Period 
: - From 11th Sep 2011 to 30th Nov 2017.(6 Years)
Designation
:      - Computer Operator
Job Profile 
:  


· Getting the Correspondence type letter draft.

· To send the necessary e-mail/letter to the concerned.

· Getting Data Entry done, preparing excel sheets.

· Preparation of MIS /reports for functions.

· Making Work Order, Purchase Order, Invoice Entry for Oracle System.

· Checking vendor doc. details and create vendor registration in Oracle 




System.

· Prepare salary of Office Boy and Office Assistant.

· Prepare all Reimbursement documents and updating details in




Excel worksheet.

· Co-ordination with vendors for issuing Cheques and TDS Certificates   and Income Tax return documents maintain. 
· Maintained Inward and Outward Register. 
· Finding confidential correspondence letters of Govt. bodies.
· Proper track of documents in hard & soft copy. 


       - Documentation Work to be done.
· Maintaining a tracking facility to enable documents to be updated  




easily.

· Scanning in all relevant new documents. 
· Checking dispatch documents are accurate.

· Presentation and filing of documents and drawings.

· Responsible for maintaining hard copy information.

· Issuing and distributing controlled copies of information.

· Handling correspondence documents internal & external

· On behalf of function in charge.

· Maintain Inward and Outward Register.

- Administrative Work
· Responsible for services like: Pantry, Cafeteria, Security, House Keeping, etc

· Responsible for office maintenance including, Civil, electrical, Plumbing, AC etc.

· Renewal of annual maintenance contracts.

· Ensure availability of Stationery items in HO & Regional Offices.

· Employee seating arrangement in coordination with operations.

· Budget given for office Admin expenses.

· Ensure efficient vendor management for equipments & supplies by setting guidelines & procedures,

· Interaction with vendors & negotiating for best deals.

· Travel management.

· Handling employee transportation service.

· Managing Tea and Coffee Consumables & Drinking Water.

· Hotel Booking. 

· Implementation of all company related policies

· Liasoning with Govt. authorities.

· Meeting Preparation.

· Coordination of Departments as per needs.

· Updating Telephone extension list every month.

· Event Management.

· Maintaining and reviewing of company asset list.

· Prepare Petty cash accounts on Monthly Basis.


: - Liason Work
· Liaison with all Govt. organization for approvals (BMC, PWD, MTNL, Reliance office, & Govt. offices.)

· Liaison with Political parties as per needs.

· Liaison with locals as per site issue.

· Liaison with local Police station.
· M/s. Mangalam Placement Pvt. Ltd.
Period 
:       - From 03rd Sept 2006 to 09th Sept 2011. (5 Years)
Designation
:      - Computer Operator / Team Leader
Job Profile 
:  


· Posting the Jobs in various Job Portals i.e. Naukri, Times Jobs, Monster India, Jobs Ahead, Click Jobs, Jobs India etc.

· Updating the Candidate Details in the company software.

· Checking software details for all the branches.
· Updating the MIS report of posting & software to the senior authority.

· Handling the team of 6 members in Data Entry.
· M/s. Euclid Solution Pvt. Ltd.

Period 
:       - From 20th Jul 2001 to 21st Aug 2006. (5 Years & 1 Month)
Designation
:      - Computer Operator
Job Profile 
:  
 

· Getting the Correspondence type letter draft.
· Handling the time sheet of candidates, keeping data of candidates resume in computer.

· Handling party’s queries and resolved the issue.
· Maintained Inward and Outward Register.

· Prepare Petty cash accounts on Monthly Basis.
· Renewal of annual maintenance contracts.
· Co-ordination with vendors for issuing Cheques.

· Updating the MIS report of Customer details. And send the senior authority.
· Proper track of documents in hard & soft copy.

· Scanning internal and external documents.

· Updating customer details in company software. 

· Updating insurance form fill up in company software.

Declaration :

I hereby declare that all the above mentioned information are true and correct in the best of my knowledge.

Current CTC     :  2, 72,268/-
Current Gross  : 22,689/-

Notice: 1 Month
Place: Chembur (Mumbai)

Date:           /           /
Mr.Jitendra B. Sonawane
______________________________________________________________________________
