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Professional Profile
A Commerce Graduate with 7 years of work experience. I am committed and hard working towards my work and seeking for good exposure in the industry to enhance my skills and grow both professionally and personally.
Work Summary
SATO  POOJA FASTNERS  PVT LTD  (JOINT VENTURE WITH POOJA FORGE PVT LTD (AUGUST 2013 To Till Date ) 

Designation: Sales & Marketing Executive 
Job Responsibilities: 
· Manage, oversee, supervise and participate in storeroom operations. 

· Supervise computer operations. 

· Brief staff on materials to be loaded or on assembly of items to be delivered.  

· Check with staff for changes that could affect delivery schedule; make schedule adjustments as needed  

· Review paperwork from deliveries.

· The receipt and dispersal of materials entering or leaving warehouse; help storekeepers with this task when required. 

· Take periodic inventories and participate in monthly inventory program.  

· communicating with other departments, staff groups and customers; 
· Initiate all purchase requests to keep stock items available at all times. 

· Correct unsafe conditions in work area and report any conditions that are not correctable to supervisor immediately. 
· Organizing sales visits.
· Niguri of customer and update in NEC software,
· Negotiating contracts and packages.
· Coordinating internal marketing and an organization’s culture.
· Compiling and distributing financial and statistical information.
Sietz Technology Indian PVT LTD (Feb 2009 to July 2013 ) 

Designation: Store Assistant  

Job Responsibilities:
· Maintained MIS report on daily basis,
· Record of material received and issue, 
· Physical verification of raw materiel quantity day to day,
· Dispatch of finished goods one unit to another unit or other party, 
· All related store work done on ERP software (Billing of finished goods),
· Excise entries of purchase bills,
· Look after Inventory in every three months,      
Professional Qualification

·  (MBA) from M.D. University, Rohtak. Stream Production and operation management   in 2011
Educational Qualification

· B.COM (Pass) from Delhi University in 2009.

· 12th from C.B.S.E in 2005.

· 10th from H.B.S.E in 2003.

SComputer Proficiency

· Proficiency in MS-Office

· Knowledge of Tally package
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