CURRICULUM VITAE 

Himanshi Chopra
C-545, Street no.5, Majlis Park
Adarsh Nagar

Delhi - 110033
Contact no:  9716717182
E-Mail: Chopra.himanshi4@gmail.com
Career Objective

· I strive for excellence in whatever job is in hand. In the fulfillment of my duties and quality of my performance.  

· To accept every challenging work and prove myself in a company as an active, honest & dedicated employee.
Academic Qualification

· Pursuing M.com IInd year from IGNOU.

· Passed B.Com from Lakshmi Bai College by Non-Collegiate (D.U.) in 2013.

· Passed 12th from C.B.S.E. Board in 2010.

· Passed 10th from C.B.S.E. Board in 2008.  

Additional Qualification

· 3 Months course of Basic Computer from Rashtriya Academy in 2011.
· Basic Knowledge of MS Office (MS Word, Excel etc.)
· 1 Year Experience in Teaching in Sant Parmanand Recognised School in 2011.
Professional Experience
Current Company
          :  MAX SUPER SPECIALITY HOSPITAL
Tenure


           :  26TH Oct, 2015 to Till Date

              Current Designation                   :
JUNIOR EXECUTIVE (COMMERCIAL)
              Current CTC

           :  2.5 Lakhs
Job Profile
Managing Independent all type of Commercial Purchase work:-
COMMERCIAL PURCHASE
· Preparing purchase planning in coordination with purchase team.

· New Vendor development & Vendor negotiation.

· Processing payments and invoices
· Maintaining trackers sheet
· Releasing of the final purchase order & service order.

· Setting up the weekly, monthly, quarterly procurement plan.
· Liaising between suppliers, manufacturers, relevant internal departments and customers
· Purchase Orders created on Daily Basis requirement.
· Liaison with Finance department for timely payment of bills.

· Implementing systems to avoid situations like over-stocking or out-of-stock.
· Make Debit Notes and clear all Rejections.
· Maintaining Re-orders of Stock.
· Maintaining Party Purchase Ledgers.
· Preparation of Reports.
· Entry of DVAT DS-2 Forms Online.
Work Experience
: Worked with GRP Auto India Pvt Ltd is a Company limited by Shares Company based out of India as a Section Head - Purchase from Feb’12 to Oct’15.

Interests

· Communicating with people
· Surfing on Internet
· Listening  to Music
Personal Details:
Date of Birth          : 08 June, 1993
Father’s Name       : Mr. Raj Kumar Chopra       

Gender                    : Female
Nationality             : Indian
Marital Status        : Single
Language Known   :  English & Hindi.
I hereby declare that the information stated above is true to the best of my knowledge.
DATE:  
PLACE: Delhi         

                                                                                    (Himanshi Chopra)
