Curriculum Vitae

Office Coordinator / Administration / Personnel Assistant to MD 
AMRESH KUMAR
House No.63,Gali No. 3D, Plot No. 22, Sarswati Kunj,


    
Najafgarh, Delhi- 110043     



     

Mob. No:  +91 7303203555/8800871229
E-mail ID: tiwariamresh@gmail.com 
CAREER OBJECTIVE:-                                                                                                          

 To pursue a job that offers rewarding challenges and unlimited opportunities for growth and that makes a lasting contribution to my firm and its clients through my skills, experience and hard work.
PRESENT JOB:-
1. Presently working as Admin Manager  in HIMANSHU GROUP, Gurgaon (From 4th October 2017 to till date).
My Job Profile:

·  preparing confidential, drafting and sending of notices, intimation letters and other projects relevant documents to the customers.

· Do regular follow- ups and liaising with various departments and other remote locations.

· Planning, organizing and managing events.

· Handling all correspondences addressed to the. Ensure that all emails are addressed and replied without any lapse of time.

· Managing and maintaining records and files systematically and confidentiality.

· To checking the emails and forwarding the same to the concerned departments for necessary action.

· To handling all administrative works i.e. 

· Coordination with all sr. heads.  

· Responsible for visa process to all sr. staff and my boss.
· Making travel arrangement to my boss, ticketing, hotel booking, etc.

· Checking all mails reply the customers.
· know Scheduling and calendar marking on online calendars

·  technology assist with the help of computer tools used for sharing and communicating (calendar sharing, email sharing, file sharing)

· I have done BCA knowledge on excel.
· good presentation skills on reports.
· doing research subjects in depth for preparation of meetings

· able to do information collection and report writing, verse with minting of meetings

·  Administratively work knowledge in strong . AMC , renewal agreement.
· All Airtel and telephone bill, payment co-ordination with accounts department
PREVIOUS JOBS:-
2. I had worked as Personal Assistant to Director and office Co-ordinator in MECTECH GROUP, Gurgaon (From 8th June 2015 to 03.10.2017).
My Job Profile:

· Facilitating Director in preparing confidential, drafting and sending of notices, intimation letters and other projects relevant documents to the customers.

· Do regular follow- ups and liaising with various departments and other remote locations.

· Planning, organizing and managing events on the Managing Director &Director’s behalf, and booking meetings as and when required.

· Handling all correspondences addressed to the Managing  Director especially emails. Ensure that all emails are addressed and replied without any lapse of time.

· Managing and maintaining records and files systematically and confidentiality.

· To checking the emails and forwarding the same to the concerned departments for necessary action.

· To handling all administrative works i.e. 

· Coordination with all sr. heads.  

· Responsible for visa process to all sr. staff and my boss.
· Making travel arrangement to my boss, ticketing, hotel booking, etc.

· Checking all mails reply the customers.

· All Airtel and telephone bill, payment co-ordination with accounts department.

PREVIOUS JOBS:-
3. I had worked as Personal Assistant to Chairman & Managing Director, and Administration Department in Saamag Constructions Pvt. Ltd,B-72, Sector -57, Noida, who spawned their business in various verticals like shipping, trading, real estate, construction and hospitality. (From 1st March ’14 to 06th June.2015).
About of SAAMAG:

Saamag Construction Ltd provides a full range of management and consulting services to clients in the development, construction, architectural and engineering communities. With strong business ethics and background of having dealt in one of the most promising industry across the world - Shipping, it was just a matter of ease for Saamag to decide to venture into Real Estate business and with focused approach, qualified professionals and commitment to deliver, Saamag ventured into Real Estate industry in 2003. 
My Job Profile:

· Facilitating Chairman in preparing confidential ,drafting and sending of notices, intimation letters and other projects relevant documents to the customers.

· Handling special projects that may be highly confidential and where MD’s discretion is critical.

· Do regular follow- ups and liaising with various departments and other remote locations.

· Planning, organizing and managing events on the chairman’s behalf, and booking meetings as and when required.

· Handling all correspondences addressed to the Managing Director especially emails. Ensure that all emails are addressed and replied without any lapse of time.

· Managing and maintaining records and files systematically and confidentiality.

· Keeping the files of employees and stamp papers under safe custody.

· To checking the emails and forwarding the same to the concerned departments for necessary action.

· To check the record for all incoming payments.
· Responsible for collection of payments , through mails and telephone calls.
· To handling all administrative works i.e. 

· Coordination with all sr. heads.  

· Fully responsible for client’s full and final settlement.

· Handling sales and marketing activity.

· RFQ’s, P.O’s, payment follow up,

· Making travel arrangement to my boss, ticketing, hotel booking, etc.

· Checking all mails reply the customers.

· To maintain proper communication with existing vendors, generation of new suppliers, Alternate vendor development & to lead a team of purchasing and control in performing day to day procurement, Negotiation skills, timely & quality supply of raw material for production, administration, maintenance & service Dept,
· Maintain proper purchase record and PO generation & proper documentation.
4. I had worked with RAKDIN ENGINEERS as Executive Assistant to Managing Partner and Office executive (Delhi) from January 2007 to February 2014.
About of RAKDIN ENGINEERS:
"Rak Din Engineers", are an ISO 9001:2000 certified company. Incorporated in the year, 1992, we are the renowned manufacturer and exporter of an extensive range of Filters, Stainers and Gas Generators. Our products are widely used in various refineries, petrochemical or chemical plants, process Industries, ship building industry, railways, power projects, sugar, food, pharmaceutical industry and mineral water plants.
We serve a vast clientele, which includes, ONGC Oil, HPCL, BPCL, GAIL, DLF, NTPC, BHEL, Reliance, Essar, IFFCO, DCL, EIL, Mecon and Teri, and have achieved a legal status of a partnership firm. Owing to our qualitative product range, market-leading prices, experienced professionals and ethical business dealing, we have mustered a huge client base across the markets of Abu Dhabi, Dubai, Middle East, Singapore and France.
       My Job Profile:

· To checking for completing the formalities of new employees after joining

· Keeping the files of employees and stamp papers under safe custody.

· To checking the emails and forwarding the same to the concerned departments for necessary action.

· To check the record for all incoming payments.

· Responsible for collection of payments & mails and telephone calls.
· To handling all administrative works i.e. 

· Coordination with all sr. heads  

· Fully responsible for client’s full and final settlement.

· Handling sales and marketing activity.

· RFQ’s, P.O’s, payment follow up,

· Making travel arrangement to my boss, ticketing, hotel booking, etc.

· Checking all mails reply the customers.

· To maintain proper communication with existing vendors, generation of new suppliers, Alternate vendor development & to lead a team of purchasing and control in performing day to day procurement, Negotiation skills, timely & quality supply of raw material for production, administration, maintenance & service Dept,
Maintain proper purchase record and PO generation & proper documentation.
5 I also did work with Uni deritend Ltd  Company, Thane (Mumbai)- for 6 Month from May 2006 to December 2006.  as a Personal Assistant and computer operator. 
About Of Uni Deritend Ltd.-
Established in 1974, Uni Deritend is India's largest manufacturer of air-melt Investment Castings (Lost Wax Process).Supplying over 10,000 different, near net shaped parts to almost every conceivable engineering application such as, Automotive, Pump, Valves, Defense, Nuclear Power and General Engineering. Custom designed solutions provided in partnership with customer development teams with speed and accuracy. Three large manufacturing facilities all certified to ISO 9001:2000 / EN ISO 9001:2000, ISO / TS 16949:2002, AD 2000 Merkblatt WO, PED / 97 / 23 / EG by TUV Germany. Certified "Well known Foundry" by CBB Govt. of India.
My Job Profile:

1. To check the record for all incoming payments.

2. Responsible for collection of payments , through mails and telephone calls

3. To handling all administrative works i.e. 

4. Coordination with all sr. heads  

5. Fully responsible for client’s full and final settlement.

6. Handling sales and marketing activity.

7. RFQ’s, P.O’s, payment follow up,

8. Checking all mails reply the customers.

EDUCATIONAL QUALIFICATION:-
· Computer Graduate (B.C.A). from Bhopal Board in 2007.
· 12th passed from Chattisgarh Raipur in 2003

· 10th passed form Patna Board in 2001 with 69 %.
 EXTRA CURRICULAR ACTIVITIES:-

· DOEACC A level from Delhi.

COMPUTER SKILLS:-
· Working Knowledge of Excel, MS word & Internet, emails on outlook express etc.
STRENGTHS:-

· Hardworking, Honest, Sincerity, efficiency etc

· Self motivated Energetic and Target Oriented.

· Having good communication skills English and Hindi.
PERSONAL DETAILS:-

· Date of Birth
:
16th September 1986

· Gender
:
Male                                     

· Nationality

  :
Indian

· Expecting Salary
  :
Negotiable
DECLARATION:-

I hereby declare that the above written particulars are true to the best of my 

            Knowledge & belief.

DATE:

PLACE:                                                                                       
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