Jayesh B. Sarankar.

407/C, Kusum Niwas, Tiwari nagar, Tulinj road, Nr. Saraswati School, Nallasopara (E), 401209.

Contact no: 9892644409
Email id: jaydna@gmail.com
OBJECTIVE
Gaining an Entry & Performing for your esteemed organization. Aiming at Personal development through training & experience, under your guidance.

EXPERIENCE
JITO (Jain International Trade Organistation)

Admin & MIS Executive 

Nov 2014 – Till Date

Profile:
· Manage repair, maintenance & replacement of office equipment, appliances, furniture, furnishings, vehicles, building, etc.
· Travel and guest arrangement and manage annual events

· Supervise general administrative activities, housekeeping, verify stationery stock etc.

· File Management
· Preparing Daily MIS Report in Excel
· Preparing and Maintaining Track Members record

 

DNA (Daily News & Analysis) - News Paper
Executive
Nov 2012 – Nov 2014
Profile:
· Preparing Daily MIS Report in Excel.
· Maintaining Customer Record.
· Preparing and Maintaining Track customer record
· Daily Internet Researching.
· Data Entry.
Whitecrow Research Pvt. Ltd.
Database Executive
Feb 2012 – Nov 2012
Profile:
· Preparing Daily Client Reports in Excel.
· Daily Internet Researching.
· Creating Candidate Resume.
· Create Client Presentation in PPT (PowerPoint).
DNA (Daily News & Analysis) - News Paper
Computer Operator
April 2005 - Feb 2012
Profile:
· Preparing Daily MIS Report in Excel.
· Maintaining Customer Record.
· Data Entry.
EDUCATIONAL
· S.S.C. From Maharashtra Board.
· H.S.C From Mumbai University.
· T.Y.B.Com Yeshwant rao University.
ADDITIONAL QUALIFICATION
· MS – CIT Course

· Typing Speed 30 W.P.M. (English)

· Recent Typing Speed 40 W.P.M (English)

· Acknowledge of Hardware Engineering.

· ITI in Mumbai as Plumber.

EXTRA CARRICULAR ACTIVITIES
· Played Cricket 

· Snooker 

· Pool 

· Surfing Net

· Workout In Gym

· Listening Hindi songs

PERSONAL DETIALS
Date of Birth:

7th January, 1986.
Sex: 


Male
Marital Status: 
Unmarried
Nationality: 

Indian
Languages Known: 
English, Marathi & Hindi.
Hobbies: 

Playing Outdoor Games, Driving 
Place 
:   Mumbai
Date 
:       /       /  
(Jayesh B. Sarankar)
