Ajay Kumar
ajayk941@gmail.com
Address: #529/A, Sector 46 A, Chandigarh
Phone No: +91-8360227551
OBJECTIVE                                                                                                                        

To join a professional and growth-oriented organization where I enhance my capabilities and to work hard with the organization and to utilize my experience to lead successful projects implementation and can prove to be an asset to your concern on account of my honesty, diligence and modesty.

EXPERIENCE                                                                                                                 

Present Job:  November 2018 to till date
Location       :         Chandigarh 

Designation  :         Executive
Role               :         Team Lead
Currently working with AGS India Transact Services Limited as a (Team Lead)
Job Responsibilities
· Business plans, Data support, Co-ordination between HO & State team, Enabling field team, support in day to day activities.
· Daily MIS (Dashboard) to Sale team - ASEs, ABMs, SHs & ZHs.
· Handing the Banking Sale MIS of North & West Zone.

· Assisting the sales team by generating and sharing accurate Distributor level sales report as per requirement. Relevant sales report, credit note and debit note working and scheme related communication as per defend timeline
· Tracking sales orders to ensure that they are scheduled and sent out on time.
· Timely clearance of vendor payments as per the defined payment terms 

· Assisting Distributor by making and sharing by making and sharing relevant sales reports.
· Life Cycle format updation and tracking.
· Scheme communication and coordination with the zonal team.
· Incentive updation and sharing to field team.
· Responding to sales queries over phone & e-mail.

· Applications health checking & Portals updation and utilization.
· Daily / weekly / monthly reports to all stake holders.

· Activities as per SH & ZH guidelines.
· Coordination with HR for interviews etc.

· Coordinating with HR department on employee life cycle activities such as joining, transfer.

· Coordination with HO for reimbursements.
· Co-ordination with HO MIS team for invoicing, stock movement, account ledgers, Invoice copy and marketing elements tracking.
Sysnet Global Tech. Pvt. Limited

Duration
:        September 2015 – September 2018 (3.1 Y)
Designation
:        Team Lead
Location          :        Chandigarh 

Job Responsibilities

· Running the HP (Hewlett-Packard) Service Center at Chandigarh, Patiala, Mandi & Shimla locations in terms of Process, Quality, Infrastructure, Manpower, SLA, BFT, and other set parameters achievement defined by customer.

· Handling HP process Laptops, Printers, Toner & cartridge parts.

· Monitoring Open Pending & escalation calls on daily basis.

· Handling the customer escalations related to services /process in the region.

· Responding to sales team queries via phone & e-mail.

· Grabbing the new business opportunities and submission the proposals.
· Setting individual KRA's, evaluate performance, maintain discipline within the team.
· Handle new staffing requirements and recruitments at various levels including different skill sets.
· Organize and control the administrative running of the team of high end IT professionals.
· Assigning and prioritizing work for the team and identify training needs for the team.
· Service Delivery, Customer Satisfaction, Additional Business from customer

· Attrition control and team management.
· Overseeing the execution of the external audits.

· Responsible for Company HR clearance and payments.

· Coordinating with accounts for approvals in specific cases.

· Generating MIS reports on a Daily/weekly/monthly basis as per management requirements.

	· Responsible for Preparation & maintenance of the Preparation MIS Reports on Daily, Weekly, & Monthly PB, HP & J&k.

	· Weekly & Monthly Quality analysis of the process.

	· Handling the 33 member’s team.




Access InfoTech Pvt. Ltd

Duration
:
December 2014 – August 2015 (0.9 Y)
Designation
:
Logistic Executive

Location        :           Chandigarh 
Job Responsibilities

· Manage inward of the materials through physical checks of all the incoming AMC materials with reference to the vendor’s Challan and our Purchase Orders.

· Handling AMC Laptop , Desktop , Thin Clint , toner , Printers parts.

· Handling the location Punjab, Haryana and Himachal Pradesh.

· Handling process of challan for Inwards and Outwards.

· Follow-up with repair vender for call quickly closer.

· Assign the jobs to the Engineers, Taking follow ups from defectives parts.

· Maintain Document files in record in all incoming POD bills.

· Preparing of GRN – computerize in the ERP Oracle systems of purchase, and customer supplied.

· Material issued to Engineer and other dept’s and updated in Oracle.

· Co-ordinate with the purchase dept for all spare recruitment. 

· Dispatching the materials for further processing at Wipro store.

· Co-ordination with purchase, production, logistics and FAC to meet targets.

· Daily transport planning for dispatch and maintaining record.

· Wipro Material Follow-up.

· Daily maintaining of FIFO system in store.

· Maintain Inward & Outward entry of documents or files.

· Preparation of Material (returnable/non-returnable) and updated in system.

· Generating MIS reports on a Daily/monthly basis as per management requirements.

· Team & courier person handling experience.

Aforeserve .com Ltd

Duration
:
September 2013 – December 2014 (1.4 Y)
Designation
:
Logistic Executive
Location        :         Chandigarh 
Job Responsibilities
· Manage inward of the materials through physical checks of all the incoming materials with reference to the vendor’s Challan and our Purchase Orders.

· Handling process Laptops, Printers, Toner & cartridge parts.

· Handling process of challan for Inwards and Outwards.

· Assign the jobs to the Engineers, Taking follow ups from them and Close the cases.

· Maintain Document files in record.

· Preparing of GRN – computerize in the GSO Strac systems of purchase, and customer supplied.

· Material issued to Engineer and other dept’s and updated in Bin and GSO Strac

· Co-ordinate with the purchase dept.

· Dispatching the materials for further processing at HP warehouse.

· Co-ordination with purchase, production, logistics and FAC to meet targets.

· Handling daily Dispatch, making Sales invoices, maintaining documentation.

· Preparation of rejection invoice for Return to HP warehouse.

· Handling manpower and making awareness of in time work.

· Daily transport planning for dispatch and maintaining record.

· HP Material Follow-up.

· Daily maintaining of FIFO system in store.

· Maintain Inward & Outward entry of documents or files.

· Preparation of Material (returnable/non-returnable) and updated in system.

· Generating MIS reports on a weekly/monthly basis as per management requirements.

· Team handling Experience.

Skills

· Quick learner and hardworking

· Experience preparing monthly activity reports and statistics

· Excellent lateral thinking and problem-solving skills

· Organizational skills with the ability to priorities

· Sound computer literacy skills particularly in MS Word, Excel & Outlook

· Excellent administrative skills

· Ability to develop efficient processes & systems to manage a variety of challenges

EDUCATIONAL QUALIFICATION                                                                                
· Bachelor of Arts Sridhar University (2011-2013)
· 10+2 from HP school education board    (2008)    
· 10th  from HP school education board     (2006) 
TECHNICAL QUALIFICATION:-
· 6 months Computer Diploma in software technology from Win soft Mohali.
· Knowledge of MS-Office (MS Excel, MS Word, MS PowerPoint) and Internet.

PERSONAL DETAILS                                                                                                                        

      Father’s Name        : Mr. Amar Nath 
      Mother’s Name      : Mrs. Kanta Devi
      Sex                          :  Male 

      Marital Status
         : Married 


      Nationality              : Indian

      Languages Known : Hindi, English, Punjabi
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