Curriculum Vitae

Personal Vitae

· Name               

:         Anil Kumar Tiwari            
· Father’s Name

:         Sh. Ghanshyam Tiwari 
· Date of Birth 


: 
1st January 1990
· Marital Status


: 
Married

· Phone Number

:
+91-0-9910638488
· Email id.
             
:         anilpanditflp@gmail.com
· Permanent Address 

: 
Maharishi Balmiki Ashram, Block no. 17-18                                                                                       
                                                              Trilokpuri, Delhi-110091
Objective

Aspiring for assignments in Tendering Documentation with a Growth oriented organization
Summary

Dynamic professional with 5 years of experience in Tendering Documentation E-Bid Proficient in arranging documents as per tender requirement and selecting tender from the leading newspapers and website.

Work Experience

Working as Gem/Tender Executive, Abhilasha Commercial Pvt. Ltd., Sector-6, NOIDA (15th March 2019 to Presently).

Worked as Gem/Tender Executive, Sunlite Systems Pvt. Ltd., Vaihali, Ghaziabad (18th May 2018 to 15th March 2019).

Worked as Sales/ Tender Executive, Office Coordinator, Smart Monitoring Innovations Pvt. Ltd., Anand Parbat, New Delhi (9th September 2016 to 17th May 2018).
Qualification

	Degree Obtained
	College/ School
	University/ Board
	Year of Passing
	Discipline

	10th 
	Janta High School, Jikarpur, Baraipar Jaunpur
	U P Board
	2014
	Eng. Hindi, Social Science, Science, Math, Sanskrit


Computer Proficiency:


· Well-versed with MS-Office 2003,2007,2010 and Windows 2007/XP/Vista/Seven

· Knowledge of Internet, Google,

· Well versed with concept of MS Word, Excel, PDF, PPT, Adobe Photoshop, and good knowledge of document convert in different formats and other some knowledge of Computer Hardware.

Job Responsibility 
· Gem upload the Catalogue and quote the bid.

· Preparing Tender and arranging documents as per Tender Requirement i.e. EMD, Tender Cost etc. Online & offline Govt Sector and Private Sector.
· Excellent knowledge in Preparation of Tenders & Procedures / Bidding and submission of Tenders

· Uploading/Submit the Documents (General/Technical/Commercial) in the ONLINE/ Offline Platform

· Getting /Procuring Digital Certificates for ONLINE Tenders Participation.

· Attending the tender opening and pre-bid meeting as when required. 
Declaration

I hereby declare that the above information/details given by me are true & Correct according to my knowledge and belief.

Date:

Place: DELHI

(ANIL KUMAR)
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