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	           I am post graduate in science stream and have first division degree of master of business administration from a reputed institute (IMS). I have experience  in the field of HR & Admin.) at Noida/New Delhi. I am adaptive and flexible, well organized planner and scheduler. I am also a team player, loyal & determined.
	HR & Admn.

Tendering, MMD


 AMIT DIXIT     

 K-77, First Floor,

 Sector-12, Noida

 Mob: +91-7210053139

         +91-7982880470

 E-mail:vivekamit.dixit@gmail.com

PROFESSIONAL QUALIFICATION:-
 MBA from Institute of Management Science (IMS), Varanasi, affiliated with Uttar Pradesh Technical University Lucknow. 

FIELD OF SPECIALIZATION 

 H.R & MARKETING  
EDUCATIONAL QUALIFICATION:-

Master of Science in zoology from R.M.L .Avadh University Faizabad in year-2005.

Bachelor of Science in Bio stream from D.D.U. Gorakhpur University, Gorakhpur in year 2003.

Intermediate from UP. Board Allahabad in year 2000.

High school from UP. Board Allahabad in year 1998.  

EXPERIENCE & EXPOSURE:

Worked with Religare Finance Ltd as a Relationship Executive six months at Varanasi.

Worked with Helpline Hospitality Pvt. Ltd. as a Sr. Executive (HR& Admin) 

                (DEC- 2008 TO JUNE 2015 at Delhi/NOIDA). 

Currently working with a reputed facility management company as a 

                Assistant Manager (HR&ADMIN) at Wazir Nagar, New   Delhi

WORK PROFILE:

 HR PROFILE

Recruitment & selection, picking-up the suitable candidates from different job portals. Helping the selection committee through sort listing the suitable candidates, be the part of selection committee &made to passing through the entire recruitment cycle.   

Preparing wages & salary, preparing wages & salary manually as well as on excel format.

Filing & Documentation, looking after, preparation of all the files personal as well as correspondence, verification of documents personal as well as correspondence.

Dealing EPF & ESIC matters.

Handling Labour cases pertaining to the labor office as well as Tribunal/court.

A part of these also handling administrative activities.

ADMINSTRATIVE &   MM&D PROFILE

Vendor management.

Purchasing material through proper channel & deliver it to prospects, verification of stock, making purchase review, price & purchase analysis. 

Maintaining stock register as well as purchase register.

Making the challan, verifying the client demand with actual accumulation (need). 

Checkout the delivery position/waybill.

Travel arrangements 

MARKETING & TENDERING

 Functioned as Tender Executive and arranging documents as per Tender Requirement 

Vender registration/tenders liaison. 

 Excellent knowledge in Preparation of Tenders & Procedures / Bidding and submission of Tenders 

Uploading/Submitting the Documents (General/Technical/Commercial) in the ONLINE Platform 

Getting /Procuring Digital Certificates for ONLINE Tenders Participation 

Track, prepare, submit & manage government & private tenders across India – reporting to Directors& MD 

Attending the tender opening and pre-bid meeting when required 

Attending meeting with Clients 

Rate Negotiation 

Liaison

Operational management   

SEMINARS PARTICIPATED.

                        Attended Seminar on “Merger & acquisition “held at FMS, B.H.U, Varanasi

SUMMER TRAINING:

Company Name: Bajaj Allianz.

Topic: Analysis of insurance products of Baja Allianz.

Duration:-2 Month

RESEARCH PROJECT                                                      

                Company Name:   Diesel Locomotive Works, Varanasi 

                Topic:-Role of Trade Union in Changing Scenario in DLW, VNS.

INDUSTRIAL VISIT:

DLW, Workshop- Varanasi
M. P. Biscuits (A group of Parle-G) - Ramnagar, Varanasi
EXTRA CURRICULAR ACTIVITY

Coordinator in the programmes / seminars held in the Institute.

COMPUTER QUALIFICATION:                      

 Knowledge of computer MS Word, MS Excel, Internet Surfing etc.
PERSONAL DETAIL:

                                       Date of Birth                      :      19th DEC 1983

                                       Father’s Name                   :      Mr.Shravan kumar Dixit

                                       Permanent Address          :      Ho.No.124/1 Bhatwalia, Nathnagar 

                                                                                         Dist. Deoria-274001

                                       Marital Status                   :       Married

                                       Languages Known             :       Hindi, English

                                       Citizenship                        :       Indian

                                       Hobbies                             :       Dancing, Listening music

                                        C CTC                               :      27000/PM 

Place: NOIDA

                                                                                                                                                           (Amit Dixit)

