
Name: Khan Jamal Ahmed
Email-Id: jamalahmedkhan15@gmail.com
Contact No: +91-8652322880
CAREER OBJECTIVE:
   To work in an environment where I get a chance to gain knowledge which can be shared and enriched, where I can utilize my skills and expertise to the optimum towards achieving my goal.
PROFESSIONAL SUMMARY:
· Excellent hands on Excel & Data Management (Pivot Tables, Data Validations, Sorting, Filtering, Subtotaling, Grouping etc.).

· Expertise in mapping business requirements and coordinating in developing and implementing processes in line with the pre-set guidelines.
· Excellent knowledge in Loan Management System, Loan Origination System and Microfinance process.

· Excellent proficiency in alphanumeric and 10-key typing.
· Excellent skills in planning and organizing with the ability to complete tasks within TAT.
· Good Communication and interpersonal skills, self-motivated, quick learner, team player.
PROFESSIONAL EXPERIENCE:
1. TRUEVALUE MARKETING SERVICES
Project Undertaken:

Project Name: Tea and Coffee Supply 
Role: Store Executive
Duration: Sep 2019 – Till date.

Roles & Responsibilities:

Take Care all machine and material delivered on time, Support to sale team and customer 
Prepare MIS Report All dispatch in excel sheet and Google drive

Taking follow all POD copy and gentereaing report Monthly/Weekly basis.

Pending POD Taking follow to clients. Route planning etc.
2. GAP BRIDGE SOFTWARE SERVICES 

Project Undertaken:

Project Name: LMS and Microfinance
Client: Reliance Money and Reliance Home Finance

Role: Operational Support Executive
Duration: May 2016 – 31st May 2019.
Roles & Responsibilities:
· Providing LMS (Loan Management System) and LOS (Loan Origination System) applications L1 supports to users such as ID creation, ID Unlock, Password Reset, Access Modification overall LMS Administration work and LOS Master Work.
· Providing Microfinance application supports to users such as ID creation, ID Unlock, Password Reset, SP creation, Branch Creation, Census Setup (Village creation).

· Providing L1 supports for E-Policy and BANKONET applications

· Performing basic troubleshooting on the production application environment.

· Coordinating with technical team for smoothly running of business applications.

· Handling EOD and BOD process and providing reports to users on daily basis.

· Taking care of EOM process on monthly basis.
· Creation of user manuals prototypes, test cases and smoke testing for the resolution of issues in UAT and production.

3. Nucleus IT Enabled Pvt. Ltd., Andheri
Project Undertaken:

Client: Kotak life insurance
Role: Data Entry
Duration: Aug 2015 - May 2016

Roles & Responsibilities:
· Kotak life insurance form auditing and Entry in Kotak Website.

· UK, USA Insurance policy entry to company software.

· Insurance policy Master to company software.
4. RS HR Team Solutions Pvt. Ltd., Andheri
Project Undertaken:

Client: Loop Mobile

Role: Data Entry
Duration: Sep 2013 - Jul 2014

Roles & Responsibilities:
· Handling Team of 20 agents, with regards to Operations & Workflow Management.

· Monitor the exceptions and ensure that they are resolved in a timely manner.

· Identify the opportunities for improving the efficiency of the process. 
EDUCATIONAL QUALIFICATION:
· B.com under Mumbai University, 2020
 Rajarshi Shahu College, Sion
· H.S.C.(Commerce Stream) under Mumbai Board, 2012
 Oriental College, Andheri
· S.S.C. under Mumbai Board, 2008
 Anjuman Noorul Islam Urdu High School, Andheri
TECHNICAL SKILLS:
· Office Automation Tools:  MS Excel, MS Word, MS Power point

· Operating Systems:  Win XP, 7, 8, 10 
· Typing Speed: 30 WPM Alpha, 50WPM Numeric
PROFESSIONAL COURSE:
· Tally 9.0 ERP
· MS-CIT
SKILLS:
· Flexibility and Adaptability
· Ability to learn new knowledge/skills quickly and work in a dynamic environment.
· Ability to handle confidential information professionally
· Ability to respond to requests and demands professionally and promptly
PERSONAL INFORMATION:
Father’s Name 
:      Khan Taffazul Hussain
Date of birth
            :      8th Jan, 1992
Marital Status
            :      Married

Nationality
            :      Indian

Address
:      Jai Maharashtra Soc., Sanjay Nagar, Sunder Baug Lane, Kamani,

                                           Kurla (West), Mumbai 400070    

DECLARATION:
I hereby declare that the above mentioned particulars are true to the best of my knowledge and belief.
Place: 
Mumbai




                     
Date: 
1st Mar, 2019

                                                                                               (Khan Jamal Ahmed)
