HEM CHANDRA JOSHI
Block No. B, House-4971 Street-No.113/10, Sant Nagar, Delhi-110084 

Contact: +91-9871908710, 8826059208; 
E-mail: hemjoshisweet@gmail.com
OBJECTIVE

Seeking challenging assignments with a growth-oriented organization across Tender Executive, Data Entry / MIS / Back Office Management / Administration, where I can utilize my experience to contribute towards organizational objectives



PROFILE

· Competent & result-oriented professional with 18 years of experience in handling various roles and contributed specialized skills in the domains of Office Administration, Data management, Administration & Customer Service with proficiency in use of latest management practices & quality management systems.

· Currently working with Jain Group & Industries, New Delhi as Admin Executive, handling and updating all the records in the computer and preparing MIS.

· Expertise in handling Tender Executive, General Administrative/ Operational Tasks and managing Customer Requests; ability to learn new concepts & technology within a short span of time.

· Possess good relationship management skills & ability to conceive efficient solutions utilizing technology. Industrious individual who thrives on a challenge, working effectively with all levels of management.

· A keen planner, strategist & implementer with demonstrated abilities in managing operations/ resources, with focus on profitability. A team player and leader with exemplary communication, analytical, interpersonal and problem solving skills.

Core Competencies:

Customer Retention ( Data Analysis ( Networking ( Data Management ( Reports Generation / MIS ( Liaison/Coordination ( Administration



PROFESSIONAL EXPERIENCE

JAIN GROUP & INDUSTRIES, NEW DELHI



    Nov 2008 – Till date

· (The Company is a leading a Manufacture Company, major products GFN-66 Insulating Liner, Grooved Rubber Sole Plates, Elastic Rail Clips etc. Indian Railways & also Approved Vendor of Indian Oil, BPCL & HPCL the famous product is LPG Delrin Safety Cap.
Senior Tender Executive, 

· Monitoring day-to-day activities in handling all Tenders related transactions in handled letter drafting; attained experience in different MIS Reports.

· Creating and maintaining records of account, schemes and circulars; maintaining technical queries, graphical representation of monitoring result of various instruments.
· Managing troubleshooting of computer networking and uploading tender document from their web site etc.
· Facilitating adherence to statutory compliances, policies and procedures as per the company’s norms and statutory provisions. 

· Efficiently handling the responsibilities of office work, pertaining to routine correspondences and efficiently looking after overall Data management of the files of projects & business while ensuring accuracy, including easy retrieval of records whenever required.

· Maintaining relationships with customers for achieving repeat/referral business. 

· Identifying & analyzing customer’s requirements by maintaining active & comprehensive conversation; ensuring that customers’ issues are promptly addressed, documented and resolved in a timely and professional manner and passed them to correct channels.

· Handling complete & accurate processing of data quality control; maintaining data entry assignments efficiently and effectively.

· Ensuring consistent & accurate data in the obligation processing system.  Efficiently handling overall responsibilities pertaining to overall data management of the files of projects & business while ensuring accuracy, precision and facilitating easy retrieval of records whenever required.

· Effective in the overall procedures of Data storage & Manipulation, Data backup as well as recovery. 

UNICON SEC PVT LTD. New Delhi

                      

      May/2006 – Sep/2008



(The Company is a financial concern dealing in stock market, Commodities, IPO’s, Mutual Funds and Insurance)

Senior Executive

· Performed computer related jobs in the office including streamlining the office management system; made computer presentations and prepared documents for various assignments.

· Administered Office functioning and reported the same to seniors on daily basis; proficient in proper filing and maintenance of all the correspondence.

· Handled day-to-day general correspondences like letters, faxes, Emails etc.

· Developed excellent MIS reports, while coordinating with respective officers and Management for complete operations.

GCMMF LTD (AMUL), New Delhi




          09/2003 – 04/2006
Computer Operator

· Efficiently maintained highest level of quality in computer operations and ensured adherence to all the pre defined parameters and procedures as per the stringent norms.

· Handled responsibilities, such as entering information for online process and ensure complete authenticity of information captured and retrieved.

· Proactively performed all computer-related jobs in the office related and entered the required information of the clients.

· Efficiently looked after overall Data management while ensuring accuracy, precision and facilitating easy retrieval of records whenever required.

· Made efforts across developing healthy and strong working environment in the organization by coordinating and assisting others in day to day business operations. 



EDUCATIONAL CREDENTIALS

Graduation, 2004 • Delhi University; 46%

Intermediate, 1999 • U.P. Board, Allahabad; 48%

Computer Proficiency: DOS, MS Office (Word, Excel, Power point) & Internet Applications



Date of Birth: 01st July 1981
Languages Known: Hindi & English 

Hobbies: Travelling , Watching TV, Listening to Music & Internet Browsing

HEM CHANDRA JOSHI
