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CV for: Admin Assistant / Executive Assistant


	
	SAGAR KUMAR BANGA
Babu Labh Singh Nagar, Jalandhar City (INDIA)
	Mobile:+91 99147-32450
Email:sagarkumarbanga25@gmail.com


OBECTIVE

Seeking a position to utilize my skill & abilities to accomplish my goals by achieving organization’s target and head towards personal growth and development.
Education

	

	10th

	12th

	COMPUTER DIPLOMA

	


· Full Knowledge of Visual Cat-pro & Oracle.
Employment History

Billing & Admin Executive– M/s Jainsons Industries, Jalandhar - Pipe Fitting Manufacturer/ Exporter (From year July. 2017 to Till Date)
As Admin Assistant, my duties were:
· Maintain calendar; daily/ weekly Task, To-Do list, Reminder ascertain which events require boss presence 

· Making travel arrangements i.e. travel schedule & reservations, hotel arrangements, taxi booking 

· Detail of Order/ Pending Order in Hand

· Routine Correspondence

· Placement of Orders to Branches

· Proposing Inspection of material

· Maintaining Order and Enquiry List
· Monitor and maintain Office Supply

· Working of Quotation and preparing the Proforma Invoice 

· Knowledge of Visual Cat-pro & ORACLE
As Executive Assistant, my duties were:
· Assigning tasks & follow-up with staff on pendency of work

· Maintain record on Contact, shipment, pending order, production (daily, qtrly, annual), Planning sheet etc..

· Maintain calendar; daily/ weekly Task, To-Do list, Reminder ascertain which events require boss presence 

· Taking Dictation & typing

· Emailing International/ Domestic clients independently

· Making travel arrangements i.e. travel schedule & reservations, hotel arrangements, taxi booking 

· Develop and maintain well organized filing system

· Detail of Order/ Pending Order in Hand

· Monthly MIS & Expenses Report

· Monthly Dispatch Plan

· Routine Correspondence

· Placement of Orders to Branches

· Orders in Production

· Generating ERP reports

· Proposing Inspection of material

· Maintaining Consol Sheet
As Admin Assistant / Export Executive, my duties were:
· Online Party Search 

· Preparing And Tender Documents

· Provide Quotation to Customer

· Drafting Corresponding and E-mails

· Knowledge of Visual Cat-pro

· Sending Samples through DHL & UPS courier and preparing necessary documents

· Check, Sort and Forward E-mails

· Keep Updated Record and Files

· Good Knowledge of MS-Office

· Handing Routine Documentation

· Maintaining Courier Register and new Enquiry Register

· Day to day business activities

· Preparing shipment document documents for both import and consignment
· Independent handling all correspondence –domestic / foreign

· Manage and maintain a Inventory/ export documentation software

· Handling parcels ensure that it is properly packaged, sealed, addressed and booked out
· Easy with computer, all operating systems & Software

· Handling and typing all official company documents & correspondence

· Making travel arrangements

· Tender downloading / uploading / quoting

· Searching new buyers online and adding the company to major B2B Portals and similar search engines

· Answering phones, processing invoices, mailing invoices and checks, P.O., completing excel spreadsheets
· Sending & maintaining record email/ fax/ courier

· Sending samples & online tracking of the sample sent by BlueDart, DHL/ FedEx/ TNT/ UPS etc..

· Preparing Shipping docs as per LC terms, P.I., C.O.O., B.E., Invoice, Packing list, Party / Bank documents

· Regular correspondence with Bank regarding Payment & monitoring Due date & Maturity date for payment

· Maintaining record history for all export consignments

· maintaining samples specifications/ Costing record

· Preparing Final Proof of Export, ECGC, Excise bill, BRC, Export Sales record

Technical skills:

· ability to use PCs, printers, scanner, web camera and other associated peripherals

· quick learning and adapting skills

· ability to work within tight timescales, flexible attitude towards working hours

· high degree of accuracy and attention to detail 

· ability to work well in a team

· Experienced in design for print publications (brochures, catalogue, websites, advertising material etc..)

Personal Details :
Date of Birth
:  10th Aug, 1996 (Ten August Nineteen ninety-Six)
Sex

:  Male Height:  
Languages
:  English, Hindi, Punjabi
Nationality
:  Indian
Father’s Name
:  Mr. Darshan Lal Banga  Mother: Mrs.Chanchal Banga
I confirm that the above details are to the best of my knowledge, true and factual.


 (Sagar Kumar Banga)
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