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	CURRICULUM VITAE 

of

G.JAYASHREE
Email

jshree0625@gmail.com
Contact Address

No.124,1st Floor
Kamarajar salai, Kodungaiyur,Chennai-600118
Contact No.  :   8754558327
Personal Information

Husband Name : A.Arunkumar
Date of Birth    : 06-05-1991
Sex                 : Female
Nationality       : Indian 
Marital Status  : Married
Passport no     : R2026428
Languages       : Tamil, English

 
	Objectives                                                      

To lead the company into the new trends of technology through dedicated hard work, innovative ideas and dynamic challenging attitude.

Major Strengths 
· Smart Working Capability

· Self confident, self-motivated and Consistent in producing results
· Will to work, optimistic, friendly disposition assertive
· Maintaining confidentiality

· Work well in a team Environment
· Having good planning and problem solving skill
Software Skills 
· MS Office    
· SAP - PM, QM, MM
· AutoCAD
· Tally ERP 9

Qualification 
Diploma in Electrical & Electronics Engg.(S.W) – 2007-2010
T.S.Srinivasan polytechnic collage & center for advanced training -Vanagaram, first class with distinction (85%)
SSLC - Govt High Sec School, Kaniyambadi, Vellore 

with 76%



EXPERIENCE

       Presently working as “Purchase Executive, in M/S CEE ARR Electric Enterprises, Porur from June 2015 to Sep 2017 
NATURE OF WORK & RESPONSIBILITIES
· Vendor Development
· Preparing Purchase order to Suppliers
· Getting quote from the suppliers and negotiating the price
· Processing Customers PO requirement to our registered vendors
· Preparing Quotation to Customers & converting it into orders.
· Preparing Sales invoices in Tally ERP 9 both Excise & Non-Excise
· Putting entries of cash & credit purchase invoices both Excise & Non-Excise
· Payments follow up to customers & arranging funds for given PDC’S
· Keeping  Inventory in systematically as well as Physically
· Checking Inventory monthly wise & keep it in the monthly report files.
· Handling Petty cash & receiving bills for each transaction.
· Arranging vehicles for material delivery
· Keeping attendance & providing monthly salary to all staffs.
· Arranging for general meeting monthly with my MD & all staffs.
· Attending the technical training organized by our registered vendors
· Co-coordinating with my team & Audit team.
PREVIOUS EXPERIENCE

Worked as “Junior Engineer – Maintenance”, in M/S JBM Auto system Pvt Ltd, Oragadam, from 08, Dec 2010 to 29 July 2015 
CUSTOMER OF JBM
· Renault Nissan India Private Limited
· Daimler India Commercial Vehicle
· Royal Enfield
JOB DESCRIPTION 

· Preparing Daily Management Information System (MIS) Report
· Preparing Weekly & Monthly Management Review Meeting (MRM) Report
· Analyzing the major breakdown & preparing report

· Preparing MTTR & MTBF report 
· Maintaining critical spares

· Preparing purchase orders and procuring material from vendors
· Daily Material follow up

· Payment follow up
· Preparing PM plan & implementation 
· Identifying Area Requiring POKE - YOKE and implementing to prevent Quality issue

· Preparing purchase orders and procuring material from vendors
· Daily SAP Updation in PM Module
· Daily Breakdown Order-PM02
· Preventive Maintenance Order-PM03
· Utility Management 

· Purchase Requisition
· Service Entry Sheet
· Purchase Orders
· Service Orders
PREVIOUS EXPERIENCE       
          Went In-plant Training in “WABCO-TVS”, Ambattur for 1 year (Nov 2008 to May 2009 & Jun 2010 
To Nov 2010)
PROJECT
           “Automation of Milling Machine from Manual to PLC” in “WABCO-TVS” Ambattur 
DECLARATION:
I hereby declare that all above particulars given by me are true and correct to the best of my Knowledge.
Place
:                                                                                                               Signature
Date
:                                                                                                            G.JAYASHREE  
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