Cover Letter 

Respected Sir, 

With supreme anticipation and parallel vigor of job pertinent to my interest and qualification, I humbly 

submit my Resume for your generous consideration. I am interested in working with your esteemed 

organization. Please find enclose an updated copy of my resume as a first step in exploring the 

Possibilities of employment in your organization. 
I have a 10 years experience in field of Construction, E-Commerce and Skill Development. I’m willing to launch 
myself for such a challenging and opportune job. If I get a chance, I shall be able to justify the confidence you
repose in me. 

Regards 
Abhinav Pathak 

7379998800
   RESUME 

                                                     



Abhinav  Pathak 

                                            




           Address: 655/321, Adil Nagar

                                                                             Ring Road, lucknow. (226022)









           E-mail:









                    abhinav14pathak@gmail.com
                                                                                                                            Mob-  +91-7379998800
  
      10  Years  Experience_________________________________________________ 
Objective:
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 Intend to have a career, which would exploit my potentials and skills to its maximum and evolve me a   

   better professional through out my career. which recognizes and values individual contribution and
   provides opportunities for mutual growth and advancement.              
Work Experience:

     [image: image2.png]


  PRATHYAK SERVICES PRIVATE LIMITED  

                 From: March 2016 to till now

     Post: Operation Manager  (Under Skill India PMKVY 2.0 & 2.1 /NULM/UPSDM) at , Lucknow.
· Handling SDMS portal (Student registration & Batch Creation).

· Registration of Candidates on Central Skill Attendance portal.

· Coordination with Centre Managers for maintaining batch attendance .

· Maintaining center infrastructure according the norms.

· Maintaining MIS i.e. attendance report weekly/monthly.

· Conducting assessment of batches.

· Coordination with assessment agencies.

· Facility management at centers with coordination of center managers.

· Tackle candidates & center staff issues in real time.

· Deal with local merchants.

· Attending meetings of authorities like UPSDM & SUDA/DUDA.
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 GROFERS INDIA PVT. LTD.  

                               From: Dec 2013 to February 2016

     Post: Station Manager ( Operations ) at Gomti Nagar, Lucknow.
· Order assigning & assuring delivery with in 90 minutes.

· Maintaining Cash tracker on real time.

· Administration at station level.

· Maintaining MIS of each delivery i.e. “In time” or “late”.

· Reconciliation of each delivery in real time.

· Team handling of 33 ( 1 ASM, 5 Shopper & 27 FE).

· Co-ordination with CRM team along with RO & HO.

· Asset management of centers.

· Forecast Budget for center maintenance.
· Tackle issues of center staff.
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NCC Limited



                                                 From: Sept 2010 to Oct 2013
Post: Asst. Admin  at Regional office Gurgaon.

NCC LTD (ISO 9001-2000) is pioneer construction company in INDIA. Having more than thirty years of rich experience in Road, Building, Electrical, Hydro Power, Irrigation, Pipeline projects, and have a remarkable Turnover of Rs. 6000 Corers in F.Y. 10-11, Company is having its offices in all over the country & also have a global presence with overseas offices. 

Corporate Office- 41, Nagarjuna Hills, Panjagutta, Hyderabad (A.P.).

        Job Profile: 

· Complete In-house Administration & Facility Management.

· Cafeteria management & Stationary Procurement and distribution.

· Bill processing & clearance with related department.

· Internal  External event management & Hotel/ Guest House booking.

· Medical facilities arrangement & Office interiors and renovation.

· Forecast Budget for office maintenance, new purchase & office interior.

· Vendor management ,MIS and reporting & Travel management.

· Assets Management and Audit reporting.

· Dealing with Govt. and local authorities ( Telephone/ Electricity/ HSIIDC/ Municipal dept./police)

internship

· Two months internship in MICROMATIC GRINDING, GZB
· 45 days internship in BAJAJ ALLIANZ in mutual funds.

COMPUTER PROFICIENCY

· Computer Skill  : MS Office (Word, Excel, Power Point) , Internet.

· Packages:     Multi- User.  Maintain Payroll , .
ACADEMIC QUALIFICATION

· M.B.A. Finance 
:   M.B.A. Finance From H. L. M. College, Ghaziabad in 2011.

· B.B.A                      
:   SHERWOOD COLLEGE OF MANAGEMENT, LUCKNOW in 2008.

· 10+2

           :   XII (PCM)  with C++  from  R.L.B. School, Lucknow.

· H.S.C.E               
:   X  from R.L.B. School, CBSC BOARD, Lucknow.

personal information

Date of Birth:

14.07.1987
Father Name:

Mr.  Uma Kant Pathak

Permanent Add:
           655/321, Adil Nagar, Ring Road, Lucknow (226022), U.P.
           Current Location:              Lucknow
Marital Status:
           Married

Nationality:

            Indian

(I do hereby declare that all the Information is true and correct to the best of my knowledge and nothing  has   

been concealed therein.)

Date: - 

Place: - 





                                             ( Abhinav Pathak  )
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