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E-mail – sumitsharma5080@yahoo.com
Mob No. – 7292094067
                                                              
Objective
Given an opportunity to work in your organization I assure to render to best of my ability for the growth of your organization.
Work Experience
 Previous Organization

      Previous worked at Green Express Carriers Pvt Ltd. As a Office Coordinator.
Job Responsibilities
· Maintain all type or records in Files.
· Making Invoice Delivery Challan & MRN.
· Making Enquiry as per material required.
· Handling Cash and filling Voucher and all Voucher entry in data base Software
· Purchasing and Handling Office Stationary.Telephone and Electricity Bill
· Looking all maintenance work office, plumbing, lighting, AC and Computers
· Coordination with huge team like, Head Office, Regional Branch Office.
· Handling emails and Maintain record system as well as manual

· Tracking transport Vehicle consignment and giving correct information our customers.

· Making Consignment Entry in manual and system
· Making Invoice as per outgoing material.
· Checking All Incoming and outgoing material by documentation
· Inventory. Making an arrangement of Transport for material Dispatches.
· MIS: Preparing and sending various reports to the high management
· Coordinate with Clients & Customer for material satisfactory
· Making GR As Per Material Manual and System

· Resolve all Customer Query and Problem.       
Previous worked Electro Dynamics Company as a Office Executive August 2014 to September 2016
 Previous Organization

· Maintain all type or records in Files.
· Maintain all calling types of work given by Head.
· Invoice Record Maintain and Make. 
· Maintain Inventory Balance.
· Supporting Technical Team.
· Making Compliance as per tender required. 
· Purchasing Computer Parts and and Office Stationary 

· Coordinate with Clients & Customer for material satisfactory.
· Making Catalogue for Tender as per Specification.

· Follow up for Pending Orders and Outstanding Indents.

· Making Delivery Challan.
· MIS: Preparing and sending various reports to the high management 
· Making Quotation as Per Customer Enquires
· Inventory. Making an arrangement of Transport for material Dispatches.
· Physically check all incoming & outgoing material.

· Sending & Receiving Courier. 

· Responsible for all Customer Satisfaction.
Educational Qualifications
      (   Graduate From Delhi University

      (   Senior Secondary From H.S.B.C Board Haryana

      (   Matriculation From H.B.S.E Board Haryana

      (   MBA in Production & Operations Management From Amity University
Computer Proficiency:

· PACKAGES: Handle Microsoft Excel, Microsoft World, Database system, Expert in MS Office and Internet.
Personal Details 
Father’s Name




Shri. Chanderhass Sharma
Marital Status




Unmarried

Date of Birth                                                          2nd July 1989




Nationality                                                              Indian
Language Known                                                  Hindi, English

Place                                                                     Date ……………..
(Sumit Sharma)
