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Gandhi Nagar Main Pataudi Road Gurgaon-122001

M B No 8527637373
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          Jaljeet.Kumar@Yahoo.com.au  

JALJEET KUMAR
CARRIER OBJECTIVES: -
To obtain a creative and challenging positing that enable to gain valuable operational

Experience and improve the resource management skills that I gained as part of my diploma course and academic knowledge.

EDUCATION QUALIFICATION:

· 10TH Pass from C B S E 
· 12TH Pass from C B S E COMMERCE (Business, Accounts, Economics, English, Physical Education).
· B.Com Complete in year 2013 from Madurai Kamraj University, Tamil Naidu.

· One year complete computer diploma from Aptech Institute sec 14 Gurgaon.

M S Excel, M S Word, (Basic Knowledge). Tally ERP 9 Tally 7.2.
WORKING EXPERIENCE: -
· Presently working with Colliers International India Property Services India Pvt.ltd. at the Facility site DLF The Skycourt-86 as (Senior Admin Executive). 
· Worked with JLL Jones Lang Lassalle Building Operation Pvt.Ltd.at the Facility site DLF New Town Heights 86 as (Admin Executive). 11.08.2015 to 31.03.2019.
· Worked with Cushman & Wakefield Property Management India Pvt Ltd. at the Facility site DLF New Town Height Sec90 as Admin (Executive). 11.08.2013 to 31.07.2015.

· Worked with Organization HREC (Haryana Roadways Engineering Corporation) in Gurgaon as a work Steno or Data Entry Operator. 01.06.2012 to 31.07.2013.

· Worked with doing in Organization Ambika Knits Pvt. Ltd. Dyeing Hosiery Plant IMT Manesar Gurgaon as in (H R Executive).01.05.2011 to 30.04.2012.

· Worked with doing in Organization DH L (Lemur Logistic Company) Pataudi Gurgaon as a work (Executive) in H R (Human Resource Management). Dated 01.05.2010 to 30.04.2011.
ABOUT SELF: -
· Innovative skilled in public relation and willing to do whatever is needed to meet established goals.

JOB PROFILE: -
· Maintaining and Updating of Personal Files or Record Files of the office. Preparing Attendance in Excel Sheet of all Staff including Vendors. Maintaining official Documents, Register & Site Imprest.
· Preparing various types of letters. Making in word file all type of Approval Circular Notice, Resolutions, AMC, LOI, Work Order, Purchase Order, Stationery Consume Items approvals. 
· Taking vendor Quotation & making Comparative Statement of all material. also, Preparing (PR) Purchase Requisition book.  
· Looking after, the Physical Possession of the flats Handling after sales Services. (So far 700 possessions have been done. Handing over the Flats to the Customer with a Proper Documentation. Maintain the particular File of the residents in our records with the proper handover Documentation. Also, take Feed Back Form from the Customer for their Satisfaction. 
· Responsible for timely collection & Invoicing of vendor Payments and submission of related MIS’ to billing department.   

· Preparing all the document for compliance audits. Handling Administrative duties such as Security, Housekeeping, Horticulture, E & M maintaining all official records.
· Recruitment and selection procedure. Joining Formalities of New Employees. Checking daily attendance marking, Leave records, absentees reports, Daily performance report of on roll employees, daily performance report of contractual employees, daily attendance record of contract Vendor, daily overtime. Ensuring that all staff attendance, cleaning checklists, and training quality vendors.
· Maintain relationship with reliable and cost-effective quality vendors.
· Resolving queries through emails, phone calls and directly meeting with the respective clients. Interacting with the customers for the queries & resolutions. Ensuring the documentation for entry of physical shifting of residents inside the Society.
· Preparing daily site report, weekly & Monthly Reports. Review all checklist/log sheets on daily basis to ensure smooth operations.
· Handling the Club Facility booking of Party Hall according to their timings slots and dated planning of Customer. 
OTHER PERFORMANCE KNOWN: -
· Purchase, Sales, Journal, Payment Bill Entry.
· Good knowledge of Form -38. TDS Deductions of Customers, Transporters, Company & Firm Form Issue to Suppliers.
STRENGHTS: -
· Punctual 

· Positive Thinking

· Hard working & very Friendly 

· Good Communications Skills
· Participate in many schools as well as college functions.
PERSONAL DETAILS: -
Date of birth                 :       10-11-1989

Father name                 :       Sh. Suresh Kumar 

Mother name                :       Rajbala

Martial status               :       Married
Religion                         :       Hindu 

Nationality                    :       Indian
Language Known         :       English & Hindi

Salary expected             :      Negotiable

DECLARATION: -
I hereby declare that the above information is correct and true to best of my knowledge.
Place: Gurgaon 

Date:                                                                                           (JALJEET KUMAR)
