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JIVESH KUMAR 
Contact: +919804157921
E- mail- jivesh44kumar@gmail.com
Address: Flat No-303,Pankaj Vihar Residency,Ramnagri Sector – 3
             Ashiana Nagar Patna - 800025
CTC- 3 Lakhs,  ECTC – 3 to 3.5 Lakhs
JOB OBJECTIVE
Seeking medium level assignments in Customer Care & Office Administration and Co ordination / Back Office Business Development / Marketing & Sales with an organization of high repute in Construction & Infrastructure/ Manufacturing Industry/ Logistics and Warehouse/ Education & NGO/ Agriculture/ Dairy/ Textile.
PROFILE SUMMARY  
· A competent professional with nearly 8 years of experience in:
 Back Office job, Customer Service 
 Marketing & Sales Promotion    

 Office Coordination
                
 MIS Reports for Head office
     
Organization Experience- 
1. Present Employer  - EUREKA FORBES Pvt Ltd .Patna Branch 21st August  2019 till Date 
Position:  Operational Supervisor Water Velding Machine East Patna.(Samastipur Division) ECR Railways
 Business Function – Forbes Pro Railways
 
Reporting Structure:
 
·      Position reporting to the Head Commercial - Railway Projects
 
Job Description:
 
1)       Interaction with IRCTC at zone level
2)       Interaction with Railway authority at station level for electric, water, renovation work or for any other    issue
3)       Co-ordination with service technician for mandatory & emergency service
4)       Regular audit of WVM & document of franchisee in all respect
5)       The daily sales report to be provided by Techno Commercial person which will verified with daily deposit slip
6)       Accountability of pet bottle supplied to franchisee
7)       Keeping kiosk-wise record for water testing report
8)       Indent of spares
9)       Storage of spares at Samastipur
10)   Allocation of spares on the basis of inspection & service report
11)   Consumable details to submit to concerned EFL accounts person along with defective spares
12)   Individual machine wise job card to maintain which will be counter signed by respective Franchisee, service personal & Techno-Commercial jointly
13)   All the service personal will be reported to Techno Commercial on daily basis
14)   Allocation of the service technician will be done on the basis of geographically & number of unit installed
2. Previous Employer  - UROGULF GLOBAL SERVICES Pvt Ltd .Kolkata Branch 4th January 2012 till August 2019 
Worked as Back Office cum Customer Care Executive
Products- It’s a Kerala based Multinational Company providing different services like Educational & Non-education certificate verification from different Universities & Certificates issued by Government and Non Government Authorities, Visa stamping of different countries like Employment, visit & family visa, Tours and Travel related Jobs and etc.    
Role & Responsibilities-
· Back Office day to day work, Customer handling & Customer data base updation in system, Online form filling, Tracking & Updating, Communicating , Follow up with Customers and Sales team, Resolving queries & complaints of customers Via Phone and Email. Online Promotion of Company's Quality Customer service. 
· Preparing Weekly & Monthly Work report, Daily and Income & Expense, Staff Attendance & daily job details & maintaining records of complete & pending works for Head office Submission.
· Coordinating with Bhubaneswar and Sikkim branch via phone and Email. Online Submission of Accounts and Customer registration in Company's ERP Software. 
· Outdoor Visit to Bank & Clients work place and Co-prorates Offices for Business Development.
Reporting to Head Office                                                                                                                 CTC- 1.50 Lakhs+ DA +TA
3. Previous Employer:  Heritage Fabrics, Minto Park, Kolkata.
 Worked as Office Assistant cum Store Keeper                                                                January 2008 till December 2011.    
Reporting to Manager    
IT SKILLS
· Well versed with: MS Office & Internet Applications
EDUCATION
· M.Com (Marketing) from Annamalai University – 2014
· B.Com (Hons) from Calcutta University – 2007
· 12th (Commerce) from St. Thomas Boys School, Kolkata, 2004
· 10th from St. Thomas Boys School, Kolkata, 2002
PERSONAL DETAILS 
Date of Birth:   


3rd February 1985
Languages Known:

Hindi, English & Bengali
Nationality: 


Indian
Marital Status: 
                           Married
No. of Dependents: 

4
Passport No.: 
                           R8842978
Visa Status: 


No
Location Preference:

Bihar & Jharkhand or anywhere in India or Abroad
I here declare that all the data and information provided above are true and correct to the best of my knowledge and I hold responsible myself for any irregularities if found.
                                                                                                                                  JIVESH  KUMAR
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